





Needs Analysis Instruments 
Interview Protocol for The English Teacher 
Materials Evaluation for Experts 
Materials Evaluation for Students 
Materials Evaluation for a Teacher 
The Results of Interview 
The Results of Needs Analysis 
The Results of Materials Evaluation 
Course Grid
Documents 
The Final Draft of Materials
 
 
JURUSAN PENDIDIKAN BAHASA INGGRIS 
FAKULTAS PASCASARJANA 
UNIVERSITAS NEGERI YOGAKARTA 
 




Yth. Siswa-Siswi kelas X program Bisnis dan Manajemen  
SMK Negeri 2 Simpang Empat 
Di tempat 
 
 Dalam rangka melaksanakan penelitian yang berjudul “Developing Content-
Based English Instruction for Grade X Business and Management Study Program at 
Vocational High School”, saya meminta Anda untuk bersedia mengisi kuesioner 
berikut ini. Adapun tujuan penelitian ini adalah untuk mengembangkan materi bahan 
ajar yang dapat membantu meningkatkan kemampuan Bahasa Inggris siswa yang 
berhubungan dengan jurusan Bisnis dan Manajemen . 
 
 Kuesioner ini tidak bermaksud menilai atau menguji, melainkan untuk mencari 
gambaran tentang materi dan kegiatan pembelajaran Bahasa Inggris yang sesuai 
dengan kebutuhan dan keinginan siswa-siswi kelas X jurusan Bisnis dan Manajemen . 
Jawaban Anda tidak akan mempengaruhi nilai atau apapun, tetapi akan dijadikan 
sebagai pertimbangan untuk pengembangan materi pembelajaran dan pengajaran 
Bahasa Inggris. Mohon dijawab sejujurnya. 
 














a. Sangat baik. 
Saya dapat memahami semua jenis teks dalam Bahasa Inggris dan mampu 
berkomunikasi dengan lancar. Saya dapat menulis bebera pajenis teks sesuai 
dengan tujuan, struktur, dan tata Bahasa yang benar sesuai dengan konteksnya. 
b. Baik. 
Saya dapat memahami semua jenis teks dan berkomunikasi dengan lancar. Saya 
dapat menulis dalam teks Bahasa Inggris sesuai dengan tujuan, dan struktur teks, 
tetapi belum dapat menggunakan tata bahasa yang benar sesuai dengan 
konteksnya. 
c. Sedang. 
Terkadang saya dapat memahami teks Bahasa Inggris namun belum fasih dalam 
berkomunikasi lisan. Saya juga belum dapat menulis teks dalam Bahasa Inggris 
sesuai dengan tujuan, struktur dan tata bahasa yang benar yang sesuai dengan 
konteksnya. 
d. Kurang. 
Saya belum mampu memahami teks dalam Bahasa Inggris. Saya sangat sulit 
berkomunikasi dalam Bahasa Inggris serta belum mampu menulis teks dalam 
Bahasa Inggris. 
 
2. Pelajaran Bahasa Inggris seharusnya dapat membuat saya … (Boleh memilih lebih 
dari satu pilihan) 
a. dapat berinteraksi secara lisan menggunakan Bahasa Inggris dengan mahir 
dalam dunia kerja kelak. 
b. dapat berinteraksi secara tertulis menggunakan Bahasa Inggris dengan mahir 
dalam dunia kerja kelak. 
114 
Pilihlah salah satu atau lebih dari alternatif jawaban yang disediakan sesuai 
kondisi anda yang sebenarnya. Isilah titik-titik yang disediakan jika pilihan Anda 
tidak tersedia dalam alternatif. 
 
1. Kemampuan Bahasa Inggris saya saat ini … 
 
 
c. menguasai kosa kata (vocabulary) yang berkaitan dengan bidang keahlian saya 
(Bisnis dan Manajemen). 
d. lain-lain, sebutkan: … 
 
3. Pada saat bekerja nanti, kemungkinan saya akan lebih sering menggunakan Bahasa 
Inggris untuk … (Boleh memilih lebih dari satu pilihan) 
a. berinteraksi secara lisan kepada rekan kerja dan customers. 
b. berinteraksi secara tertulis (surat-menyurat) baik dalam bentuk formal atau 
informal. 
c. membaca teks-teks dalam Bahasa Inggris untuk memperdalam kemampuan saya 
dalam bidang Bisnis dan Manajemen. 
d. lain-lain, sebutkan: … 
 
4. Kesulitan dalam menguasai keterampilan Bahasa Inggris yang sering saya alami 
adalah ketika belajar … 
a. listening  
b. speaking  
c. reading 
d. writing  
 
5. kesulitan belajar Bahasa Inggris yang sering saya alami adalah ketika belajar … 
a. grammar 
b. vocabulary  
c. pronunciation 
d. spelling  
 
6. Kesulitan yang sering saya alami dalam kegiatan pembelajaran mendengarkan 
(listening) adalah … (Boleh memilih lebih dari satu pilihan) 
a. sulit mengerti arti kata-kata yang sedang diucapkan pembicara. 
b. percakapan yang didengar terlalu cepat sehingga sulit memahami isi 
percakapan. 
c. keterbatasan kosa kata yang saya miliki sehingga kurang mengerti apa yang saya 
dengarkan. 
d. kurang mampu berkonsentrasi ketika mendengarkan percakapan. 





7. Kesulitan yang sering saya alami dalam kegiatan pembelajaran berbicara 
(speaking) adalah … (Boleh memilih lebih dari satu pilihan) 
a. keterbatasan penguasaan ungkapan-ungkapan dalam Bahasa Inggris. 
b. keterbatasan penguasaan grammar dalam bahsa Inggris. 
c. keterbatasan penguasaan kosakata dalam Bahasa Inggris. 
d. tidak tahu pelafalan kosakata/ungkapan dalam Bahasa Inggris yang tepat. 
e. lain-lain, sebutkan: … 
 
8. Kesulitan yang sering saya alami dalam kegiatan pembelajaran membaca (reading) 
adalah … (Boleh memilih lebih dari satu pilihan) 
a. keterbatasan penguasaan kosakata dalam Bahasa Inggris. 
b. sulit memahami arti kalimat dalam Bahasa Inggris. 
c. sulit memahami arti ungkapan dalam Bahasa Inggris. 
d. Sulit menentukan ide pokok pada teks Bahasa Inggris. 




9. Kesulitan yang sering saya alami dalam kegiatan pembelajaran menulis (writing) 
adalah … (Boleh memilih lebih dari satu pilihan) 
a. kesulitan dalam memilih kosakata yang tepat. 
b. keterbatasan penguasaan tata bahasa (grammar) dalam Bahasa Inggris. 
c. sulit menggunakan struktur kalimat Bahasa Inggris yang benar. 
d. sulit mengekspresikan ungkapan-ungkapan tertentu secara tertulis. 
e. lain-lain, sebutkan: … 
 
10. Dalam pembelajaran mendengarkan (listening) input yang saya inginkan berupa 
… (Boleh memilih lebih dari satu pilihan) 
a. monolog/dialog singkat. 
b. monolog/dialog disertai gambar. 
c. monolog/dialog disertai daftar kosakata. 
d. monolog/dialog disertai dengan ungkapan yang akan digunakan. 
e. lain-lain, sebutkan: … 
 
11. Dalam pembelajaran berbicara (speaking) input yang saya inginkan berupa … 
(Boleh memilih lebih dari satu pilihan) 




b. monolog/dialog disertai gambar. 
c. monolog/dialog disertai daftar kosakata. 
d. monolog/dialog disertai dengan ungkapan yang akan digunakan. 
e. lain-lain, sebutkan: … 
 
12. Dalam pembelajaran membaca (reading) input yang saya inginkan berupa … 
(Boleh memilih lebih dari satu pilihan) 
a. teks otentik yang ada dalam kehidupan sehari-hari (misalkan majalah, surat 
kabar, iklan dan lain-lain). 
b. teks yang disertai gambar. 
c. teks yang berhubungan dengan bidang bisnis dan manajemen. 
d. lain-lain, sebutkan: … 
 
13. Dalam pembelajaran menulis (writing) input yang saya inginkan berupa … (Boleh 
memilih lebih dari satu pilihan) 
a. contoh teks yang akan dipelajari. 
b. penjelasan struktur kalimat yang berkaitan dengan teks yang akan ditulis. 
c. kosakata yang akan digunakan dalam teks. 
d. lain-lain, sebutkan: … 
 
14. Dalam pembelajaran mendengarkan/menyimak (listening) yang saya inginkan 
berupa … (Boleh memilih lebih dari satu pilihan) 
a. menentukan pernyataan yang benar atau salah berdasarkan informasi yang 
didengar. 
b. mendengarkan percakapan dan menjawab pertanyaan. 
c. melengkapi kalimat berdasarkan infomrasi yang didengar. 
d. menedengarkan monolog/dialog sederhana. 
e. lain-lain, sebutkan: … 
 
15. Dalam pembelajaran berbicara (speaking) yang saya inginkan berupa … (Boleh 
memilih lebih dari satu pilihan) 
a. menghafal dialog (memorizing). 
b. bermain peran (role play). 
c. menjawab pertanyaan yang berkenaan dengan kehidupan sehari-hari (personal 
response). 




e. membuat projek kecil (mini project) dengan menggunakan beberapa ekspresi 
bahasa (language expression). 
f. menjawab pertanyaan secara lisan (question and answer). 
g. lain-lain, sebutkan: … 
 
16. Dalam pembelajaran membaca (reading) yang saya inginkan berupa … (Boleh 
memilih lebih dari satu pilihan) 
a. membuat ringkasan dari bacaan. 
b. menyusun paragrap acak. 
c. menjawab pertanyaan setelah membaca teks. 
d. menemukan arti dari kosakata tertentu dalam teks. 
e. menentukan topik dan ide pokok dalam bacaan. 
f. lain-lain, sebutkan: … 
 
17. Dalam pembelajaran menulis (writing) yang saya inginkan berupa … (Boleh 
memilih lebih dari satu pilihan) 
a. mengidentifikasi dan memperbaiki kesalahan struktur kalimat. 
b. mengidentifikasi dan memperbaiki kesalahan tanda baca pada teks. 
c. menyusun kalimat acak. 
d. mengembangkan topik bacaan menjadi paragraf sederhana. 
e. memberi informasi akhir dalam sebuah bacaan. 
f. menyusun teks yang belum tersusun dengan benar dan memberi tanda baca. 
g. lain-lain, sebutkan: … 
 
18. Jenis kegiatan dalam pembelajaran Bahasa Inggris yang saya inginkan agar dapat 
meningkatkan kemampuan kosakata (vocabulary) saya adalah … (Boleh memilih 
lebih dari satu pilihan) 
a. mencocokkan kata-kata atau ungkapan Bahasa Inggris dengan maknanya yang 
telah disediakan. 
b. mencocokkan kata-kata atau ungkapan Bahasa Inggris dengan gambar. 
c. memprediksi makna kata-kata baru berdasarkan konteks yang 
dibaca/didengarkan sebelumnya. 
d. melengkapi kalimat atau paragraf dengan kata-kata yang telah disediakan 
sebelumnya. 





19. Jenis kegiatan dalam pembelajaran Bahasa Inggris yang saya inginkan agar dapat 
meningkatkan kemampuan tata bahasa (grammar) saya adalah … (Boleh memilih 
lebih dari satu pilihan) 
a. menghafalkan rumus-rumus tenses. 
b. mengidentifikasi kesalahan struktur kalimat. 
c. membetulkan kesalahan struktur kalimat grammar yang tepat. 
d. menulis kalimat berdasarkan pola yang ada. 
e. lain-lain, sebutkan: … 
 
20. Jenis kegiatan dalam pembelajaran Bahasa Inggris yang saya inginkan agar dapat 
meningkatkan kemampuan pengucapan (pronunciation) saya adalah … (Boleh 
memilih lebih dari satu pilihan) 
a. menirukan cara pengucapan yang dicontohkan oleh guru. 
b. mendiskusikan dengan teman cara pengucapan kata yang benar. 
c. melatih pengucapan yang benar dengan melihat phonetic transcription. 
d. lain-lain, sebutkan: … 
 
21. Dalam proses pembelajaran Bahasa Inggris, saya lebih suka mengerjakan 
tugas/kegiatan belajar Bahasa Inggris secara … 
a. individu. 
b. berpasangan. 
c. kelompok kecil (3-5 orang). 
d. kelompok besar (lebih dari 5 orang). 
e. lain-lain, sebutkan: … 
 
22. Dalam pembelajaran Bahasa Inggris, peran siswa sebaiknya … 
a. mendengarkan guru saja. 
b. berpartisipasi aktif dalam kegiatan pembelajaran di kelas. 
c. berdiskusi untuk memecahkan masalah atau mengerjakan tugas. 
d. menulis semua informasi yang diterangkan oleh guru. 
e. lain-lain, sebutkan: … 
 
23. Dalam proses pembelajaran Bahasa Inggris, peran guru sebaiknya … 
a. sebagai pembimbing yang memimpin kegiatan akan tetapi siswa ikut berperan 
dalam memimpin jalannya kegiatan belajar mengajar. 





c. sebagai pengatur yang merencanakan pembelajaran sedangkan proses 
pembelajaran diatur oleh siswa. 
d. sebagai fasilitator yang memfasilitasi kegiatan belajar mengajar. 





































NEED ANALYSIS INTERVIEW  
 
1. Bagaimana kemampuan Bahasa Inggris siswa kelas X jurusan bisnis dan 
manajemen di SMK Negeri 2 Simpang Empat? Bisa Anda jelaskan? 
2. Kesulitan apa saja yang sering dihadapi oleh para siswa ketika belajar bahasa 
Inggris dan kesulitan apa yang paling menonjol? Apa yang biasanya anda lakukan 
untuk mengatasinya? 
3. Menurut Anda dalam pembelajaran Bahasa Inggris, aktivitas apa yang efektif 
digunakan untuk mengajar siswa SMK khususnya jurusan bisnis dan manajemen? 
Kenapa demikian? 
4. Media belajar apa yang Anda gunakan untuk mengajar? Kenapa tidak 
menggunakan media yang lain? Apakah efektif? Bisa Anda jelaskan? 
5. Menurut Anda, bahan belajar apa yang dapat mendukung siswa belajar Bahasa 
Inggris secara efektif khususnya SMK jurusan bisnis dan manajemen? Mengapa? 
6. Menurut Anda bagaimana buku teks Bahasa Inggris yang digunakan oleh siswa 
dilihat dari aspek isi dan presentasi? Apakah ada saran untuk perbaikan? Jika ada, 
sebaiknya seperti apa? 
7. Apakah materi yang ada dalam buku Bahasa Inggris tersebut sesuai untuk siswa 
kelas X jurusan bisnis dan manajemen? jika tidak, bisa sebutkan kekurangannya? 
8. Bagaimana pandangan Anda tentang pendekatan student-centered learning pada 
buku pembelajaran? Apakah buku yang sekarang menggunakan pendekatan 
tersebut? Bagaimana menurut anda? 
9. Apakah buku Bahasa Inggris tersebut mengintegrasikan ke empat kemampuan 
berbahasa? Apa pendapat anda? 
10. Apakah terdapat kekurangan pada buku Bahasa Inggris yang digunakan saat ini? 
Jika iya, bisakah anda jelaskan? 
11. Apakah Anda menggunakan sumber atau media lain untuk mengajar selain buku 
yang disediakan oleh pemerintah? Jika iya, bisa sebutkan dan apa pertimbangan 
anda menggunakannya? 
12. Apakah sekolah menyediakan fasilitas yang mendukung proses belajar mengajar 
khususnya untuk pengajaran Bahasa Inggris? Jika tidak, fasilitas apa yang 








EVALUATION QUESTIONARY OF TEACHING MATERIALS 
(Content Expert) 
A. Respondent Data 
Name  : 
Education  : 
B. Instructions 
This evaluation sheet is intended to obtain input and suggestions about English 
language teaching materials that have been developed for students of Grade X 
Business and Management Study Program at Vocational High School (SMK). 
Your input is needed in order to improve the quality of this teaching materials. 
Therefore, the researcher expects suggestions and input through this questionnaire. 
C. Validation Table 
Fill in the following table by giving a sign (√) in the available column in 
accordance with your assessment regarding the contents of this teaching materials. 
The following is a description of each choice and a description of the scale. 
 
SA : Strongly Agree 
A  : Agree 
U  : Undecided 
D  : Disagree 
SD : Strongly Disagree 
 
No Statement Description of 
Agreement 
A Content SD D U A SA 
1. The activities are appropriate with the core 
competence and basic competence of English 
subject in vocational high school based on the 
latest version of Curriculum 2013 revised in 
2017. 
     
2. The activities and tasks are appropriate with the 
learning objective. 
     
3. The units cover texts and conversation which are 
relevant to the students’ daily lives and major 
(Business and Management study program) to 
develop their skills (listening, speaking, reading, 
and writing). 




4. The instructions provide clear explanation about 
linguistic features and meaning structures. 
     
5. The activities cover the guidance to understand 
toward text structures and expressions.  
     
6. The activities cover descriptive texts and 
conversation which are relevant to Business and 
Management study program. 
     
7. The activities include the guidance to understand 
text structures, text functions and language 
characteristics. 
     
8. The instructions cover the guidance to help 
students in making oral and written texts in the 
form of dialogue and monologue. 
     
9. The tasks allow students to communicate using 
English accurately and accepted. 
     
10. The images cover text, picture, and attachment 
which are relevant to the topic of Business and 
Management study program. 
     
       
B Language SD D U A SA 
1.  The use of language structure represents the 
message or information which will be delivered. 
     
2. The use of language is effective and efficient.      
3. The language is clear and understandable for the 
students. 
     
4. The use of language is consistent, using one 
style of English. 
     
5. The use of language is relevant to the level of 
students’ cognitive development. 
     
6. The use of language is appropriate to the 
students’ level of the language proficiency. 
     
7. The use of language is suitable for the context 
which being used. 
     
8. The use of grammar is appropriate.      
9. The use of language encourages the students to 
study the materials. 




       
C Learning SD D U A SA 
1. The development of learning activities is based 
on the result of needs analysis. 
     
2. The learning activities in every unit have varied 
with the clear learning stages. 
     
3. The learning activities in every unit are 
accordance with the topic so that students have 
clear activities to be carried out. 
     
4. The learning activities allow students to study 
English through collaborative learning and to 
support dynamic interaction in the class. 
     
5. The learning activities are arranged in a coherent 
way based on the easiest to the most difficult. 
     
       
D Presentation SD D U A SA 
1. The instruction specifies what the students 
actually have to do (specification). 
     
2. The use of similar instructions is expressed in 
similar ways (standardization). 
     
3. The instruction given is the same sequence as the 
actions (sequencing). 
     
4. The activities have various types and purposes.      
5. The sample questions are presented before the 
questions. 
     
6. The activities vary the roles and groupings 
(students get different types of practice and 
responsibilities and they experience/analyze 
different social roles). 
     
7. The presentation of the tasks in the materials 
encourages students’ interaction in English. 
     
8. The materials help students feel at ease.      
9. The materials presented in a unit/task/sentence 
represent the sequence of conveying meaning and 
idea. 




10. The use of language clearly presents which words 
are instructions and which words are not. For 
instance, putting the instruction in bold or in 
different color (salience). 
     
11. The materials presented in a unit reflect the unity 
of the theme. 
     
       
E Design SD D U A SA 
1. The placement of the elements of the materials 
i.e. title, illustration is consistent in every unit. 
     
2. The illustrations are suitable with the topic.      
3. The layout attracts students’ attention.      
4. The layout provides balance of visuals and text.      
5. The use of colors is appropriate.      
6. The size of the font is readable.      
7. The use of pictures is effective.      
       
F Audio SD D U A SA 
1. The audio supports listening and speaking 
competencies. 
     
2. The audio provides example about the use of 
language in a context. 
     
3. The audio facilitates the students to identify 
sound, imitate, pronounce, and respond in 
listening and speaking activity. 
     
4. The quality of recording is appropriate.      













ANGKET MATERI AJAR UNTUK SISWA 




Isilah tabel berikut ini dengan memberikan tanda (√) pada kolom yang telah 
tersedia sesuai dengan penilaian Anda mengenai materi ajar yang disajikan. 
Berikut adalah keterangan dari masing-masing pilihan. 
 
SS : Sangat Setuju 
S   : Setuju 
R   : Ragu-ragu 
TS : Tidak Setuju 
SS  : Sangat Tidak Setuju 
 
No PERNYATAAN RESPON SISWA 
A ASPEK ISI STS TS R S SS 
1. Isi materi ajar sesuai dengan kebutuhan saya pada 
jurusan Bisnis dan Manajemen dalam belajar 
Bahasa Inggris. 
     
2. Materi ajar dapat meningkatkan keterampilan 
Bahasa Inggris saya dalam mendengarkan, 
berbicara, membaca dan menulis. 
     
3. Topik pada materi yang disajikan berhubungan 
dengan jurusan Bisnis dan Manajemen. 
     
4. Gambar, grafik dan pertanyaan pada Snapshoot 
Task berhubungan dengan jurusan Bisnis dan 
Manajemen. 
     
5. Materik kosakata pada Word Power Task sesuai 
dengan level saya dan berhubungan dengan 
jurusan Bisnis dan Manajemen. 
     
6. Jenis ekspresi pada Expressions Task membantu 
saya mempraktekkan task selanjutnya. 
     
7. Materi pada Listening Task berhubungan dengan 
jurusan Bisnis dan Manajemen. 
     
8.  Kosakata pada Pronunciation Task membuat 
saya mampu melafalkan kata dengan baik dengan 




penekanan yang benar serta berhubungan dengan 
jurusan Bisnis dan Manajemen. 
9. Materi tata bahasa pada Language Focus Task 
mudah saya pahami serta Task yang diberikan 
berhubungan dengan jurusan Bisnis dan 
Manajemen yang berkaitan dengan grammar 
terkait. 
     
10. Materi pada Speaking Task berhubungan dengan 
jurusan Bisnis dan Manajemen. 
     
11. Teks pada Reading Task otentik/asli dan 
berhubungan dengan jurusan Bisnis dan 
Manajemen. 
     
12. Penjelasan tentang fungsi social dan struktur teks 
Text Structure Task dapat saya mengerti dengan 
baik. 
     
13. Teks yang diminta pada Writing Task 
berhubungan dengan jurusan Bisnis dan 
Manajemen. 
     
14. Petunjuk dalam setiap kegiatan pembelajaran 
mudah saya pahami. 
     
15. Latihan soal dapat saya selesaikan dengan baik.      
       
B KUALITAS GAMBAR DAN TULISAN STS TS R S SS 
1. Tampilan materi dalam materi ajar jelas dan 
menarik. 
     
2. Penggunaan jenis huruf dan warna tidak 
berlebihan. 
     
3. Komposisi warna untuk variasi komponen materi 
konsisten dan menarik. 
     
4. Kombinasi gambar pada materi membantu saya 
memahami materi. 
     
5. Gambar/ilustrasi yang digunakan relevan dengan 
topik dan isi materi. 
     
6. Penyajian gambar membuat materi ajar lebih 
menarik. 




7. Gambar yang diberikan membantu saya 
memahami topik pembelajaran. 
     
8. Ukuran huruf yang ditampilkan dapat dibaca.      
9. Audio yang diperdengarkan jelas.      
10. Audio yang diputar membantu saya dalam 
memahami materi pembelajaran. 
     
       
C. MATERI AJAR STS TS R S SS 
1.  Saya merasa senang belajar Bahasa Inggris 
dengan menggunakan buku English for Business 
and Management. 
     
2. Buku English for Business and Management ini 
memberikan pengetahuan di bidang perkantoran. 
     
3. Strategi pembelajaran secara kelompok dan 
berpasangan dapat membantu saya dalam 
meningkatkan interaksi dengan teman-teman 
sehingga kami dapat berdiskusi satu sama lain. 
     
4. Strategi pembelajaran secara individu dapat 
membantu saya berlatih menjadi autonomous 
learner (pembelajar yang mandiri). 
     
5. Saya dapat mengerjakan latihan soal Bahasa 
Inggris pada buku English for Business and 
Management. 
     
6. Belajar menggunakan buku English for Business 
and Management dapat meningkatkan 
kemampuan saya di bidang perkantoran. 
     
7. Belajar Bahasa Inggris menggunakan buku 
English for Business and Management sangat 
bermanfaat karena membantu saya dalam 
mempelajari hal-hal yang berhubungan dengan 
perkantoran dan dapat meningkatkan 
kemampuan serta keterampilan Bahasa Inggris 
saya. 








EVALUATION QUESTIONARY OF TEACHING MATERIALS 
(English Teacher) 
D. Respondent Data 
Name  : 
Education  : 
E. Instructions 
This evaluation sheet is intended to obtain input and suggestions about English 
language teaching materials that have been developed for students of Grade X 
Business and Management Study Program at Vocational High School (SMK). 
Your input is needed in order to improve the quality of this teaching materials. 
Therefore, the researcher expects suggestions and input through this questionnaire. 
F. Validation Table 
Fill in the following table by giving a sign (√) in the available column in 
accordance with your assessment regarding the contents of this teaching materials. 
The following is a description of each choice and a description of the scale. 
 
SA : Strongly Agree 
A  : Agree 
U  : Undecided 
D  : Disagree 
SD : Strongly Disagree 
 
No Statement Description of 
Agreement 
A Content SD D U A SA 
1. The activities are appropriate with the core 
competence and basic competence of English 
subject in vocational high school based on the 
latest version of Curriculum 2013 revised in 
2017. 
     
2. The activities and tasks are appropriate with the 
learning objective. 
     
3. The units cover texts and conversation which are 
relevant to the students’ daily lives and major 
(Business and Management study program) to 
develop their skills (listening, speaking, reading, 
and writing). 




4. The instructions provide clear explanation about 
linguistic features and meaning structures. 
     
5. The activities cover the guidance to understand 
toward text structures and expressions.  
     
6. The activities cover descriptive texts and 
conversation which are relevant to Business and 
Management study program. 
     
7. The activities include the guidance to understand 
text structures, text functions and language 
characteristics. 
     
8. The instructions cover the guidance to help 
students in making oral and written texts in the 
form of dialogue and monologue. 
     
9. The tasks allow students to communicate using 
English accurately and accepted. 
     
10. The images cover text, picture, and attachment 
which are relevant to the topic of Business and 
Management study program. 
     
       
B Language SD D U A SA 
1.  The use of language structure represents the 
message or information which will be delivered. 
     
2. The use of language is effective and efficient.      
3. The language is clear and understandable for the 
students. 
     
4. The use of language is consistent, using one 
style of English. 
     
5. The use of language is relevant to the level of 
students’ cognitive development. 
     
6. The use of language is appropriate to the 
students’ level of the language proficiency. 
     
7. The use of language is suitable for the context 
which being used. 
     
8. The use of grammar is appropriate.      
9. The use of language encourages the students to 
study the materials. 




       
C Learning SD D U A SA 
1. The development of learning activities is based 
on the result of needs analysis. 
     
2. The learning activities in every unit have varied 
with the clear learning stages. 
     
3. The learning activities in every unit are 
accordance with the topic so that students have 
clear activities to be carried out. 
     
4. The learning activities allow students to study 
English through collaborative learning and to 
support dynamic interaction in the class. 
     
5. The learning activities are arranged in a coherent 
way based on the easiest to the most difficult. 
     
       
D Presentation SD D U A SA 
1. The instruction specifies what the students 
actually have to do (specification). 
     
2. The use of similar instructions is expressed in 
similar ways (standardization). 
     
3. The instruction given is the same sequence as the 
actions (sequencing). 
     
4. The activities have various types and purposes.      
5. The sample questions are presented before the 
questions. 
     
6. The activities vary the roles and groupings 
(students get different types of practice and 
responsibilities and they experience/analyze 
different social roles). 
     
7. The presentation of the tasks in the materials 
encourages students’ interaction in English. 
     
8. The materials help students feel at ease.      
9. The materials presented in a unit/task/sentence 
represent the sequence of conveying meaning and 
idea. 




10. The use of language clearly presents which words 
are instructions and which words are not. For 
instance, putting the instruction in bold or in 
different color (salience). 
     
11. The materials presented in a unit reflect the unity 
of the theme. 
     
       
E Design SD D U A SA 
1. The placement of the elements of the materials 
i.e. title, illustration is consistent in every unit. 
     
2. The illustrations are suitable with the topic.      
3. The layout attracts students’ attention.      
4. The layout provides balance of visuals and text.      
5. The use of colors is appropriate.      
6. The size of the font is readable.      
7. The use of pictures is effective.      
       
F Audio SD D U A SA 
1. The audio supports listening and speaking 
competencies. 
     
2. The audio provides example about the use of 
language in a context. 
     
3. The audio facilitates the students to identify 
sound, imitate, pronounce, and respond in 
listening and speaking activity. 
     
4. The quality of recording is appropriate.      











Need Analysis Interview 
 
R: Selamat pagi, Bu (Good morning, Miss.) 
T: Selamat pagi (Good morning) 
R: Bagaimana kemampuan Bahasa Inggris siswa kelas X jurusan bisnis dan manajemen 
diSMK Negeri 2 Simpang Empat? Bisa Anda jelaskan? (what is the English 
competence of Grade X majoring in Business and Management of SMKN 2 Simpang 
Empat?) 
T: Kemampuan anak kelas 10 ada yang basic dan ada yang sudah lumayan (the 
students’ English competence of Grade X are still basic and there are also some of 
them in intermediate level) 
R: Itu kan ada 70 siswa jurusan bisnis dan manajemen, kalau kita mengambil rata-
ratanya. Kira-kira mereka berada pada level mana? Basic, elementary, sedang, atau 
tinggi? (There are about 70 students of Business and Management major. If we 
choose the average, what level are they? Basic, elementary, intermediate or in 
advance level?) 
T: Kayaknya elementary. Nggak terlalu bawah-bawah banget. (I think in elementary 
level. They are not really in the basic level.) 
R: Kalau kesulitan ketika mengajar apa aja bu? (How about the difficulty in teaching, 
what are they?) 
T: Kesulitan ya. Kesulitan yang paling/ sering saya temui adalah kemampuan. 
Kemampuan setiap siswa karena kan kemampuan setiap siswa berbeda. Kemudian 
yang kedua adalah kosakata yang mempengaruhi. Kemudian yang selanjutnya 
materi ya. Yang digunakan di buku k13 disini materinya itukan disitu dia bikin lebih 
simple atau sederhana. Kalau kita bandingkan dengan ktsp itu lengkap biasanya ada 
materinya. (Well, the difficulty that I usually face in teaching is related to the 
students’ ability. Their English ability are varied. The second is the students’ lack 
of vocabulary. Then the materials. The K13 English book that we use is simpler. If 




R: Ibu tadi mengatakan ada masalah pada vocab, itu mayoritas ya atau hanya sebagian? 
(As you said before that one of the difficulties in teaching is the students’ lack of 
vocabulary, is it all of the students or only some? 
T: Iya, hampir semua. (Yes, almost all students.) 
R: menurut ibu sendiri, aktifitas apa yang paling efektif dalam mengajar khususya adm. 
Perkantoran? (Based on your opinion, what are the most effective activities in 
teaching particularly in Business and Management major?)  
T: saya lebih suka ada permainan, seperti itu. Misalkan untuk penguasaan kosa kata itu 
biasanya saya menyelipkan permainan dan itu ternyata efektif dan mereka suka. (I 
prefer with a game. For instance, in mastering vocabulary, it is usually more 
effective and the students like it.) 
R: Kalau berbicara media, media apa yang biasanya ibu gunakan dalam mengaajar? (if 
we talk about media in teaching, what media do you usually employ in teaching?) 
T: Kalau media, saya biasanya lebih suka menggunakan power point itu lebih ke 
gambar, kemudian ada video juga. Contohnya, materi tentang perkenalan diri, dan 
itu efektif. Mereka senang/suka, sperti itu. (Talking about media, I usually prefer to 
use power point to show some pictures and videos. For instance, teaching about 
introducing oneself and it is effective. They like that media). 
R: Kalau untuk materi buku, ibu menggunakan buku apa dalam mengajar? (Talking 
about the book, what book do you use to teach the students?) 
T: Kami menggunakan buku k13 dari pemerintah. (We use the K13 English book from 
government.) 
R: Menurut ibu bagaimana Buku K13 kalau dilihat dari aspek isi dan presentasinya? 
(In your opinion, what do you think of the K13 English book from the aspect of 
content and presentation?) 
T: Kalau saya lihat belum sesuai materinya dengan kebutuhan siswa bisnis dan 
manaejmen karena itu tadi selain kemampuan siswa berbeda kemudian materi yang 
ada pada k13 itu sepertinya tidak pas/mengena untuk siswa smk perkantoran. (If I 




management major because as I stated earlier that the students’ competence is 
varied and the materials in K13 English book is still not based on the needs of 
business and management major) 
R: Bagaimana dengan kosakatanya? (What about with the vocabulary?) 
T: Kosakatanya juga umum. (The vocabulary is also general) 
R: kalau untuk aspek presentasi dari buku k13 bagaimana? Apakah menarik atau tidak? 
(And what about the presentation aspect of K13 English book? Is it interesting or 
not?) 
T: Kalau untuk design saya rasa menarik. (I think its design is interesting) 
R: Bagaimana pandangan Anda tentang pendekatan Student-Centered Learning pada 
buku pembelajaran? Apakah buku yang sekarang menggunakan pendekatan 
tersebut? (What is your opinion about Student-Centered Learning in the learning 
book? Does it employ Student-centered learning?) 
T: Saya rasa belum. Padahal Student-Centered Learning itu sangat diperlukan ya (I 
think not yet. In fact, Student-Centered Learning is really needed.) 
R: Apakah buku tersebut mengintegrasikan ke empat skills? (Does the k13 English 
book integrate into the four skills?) 
T: Sebagian ada yang tidak ada. Misalkan listening. (There are some skills not included 
in that book. For instance, listening skills.) 
R: Kalau untuk speaking? (What about the speaking skill?) 
T: Ada tetapi tidak semua Unit (There are some units, but not the whole units) 
R: Menurut ibu, apa saja kekurangan dari buku k13? Bisa anda jelaskan? (In your 
opinion, what are the weaknesses of the K13 English book? Can you explain?) 
T: Kalau untuk kekurangannya mungkin dari segi materi. Materinya harus lebih 
spesifik. (talking about the weaknesses, maybe the materials. it should be specific.) 
R: Adakah sumber atau media lain yang digunakan dalam mengajar selain buku k13? 
(Is there any other source or media used in teaching?) 
T: Ada. Saya menggunakan dari ktsp, browsing internet. (Yes. I use the KTSP English 




R: Apakah sekolah menyediakan fasilitas mengajar? Apa saja? (Does school give 
facilitation in teaching? What are they?)  
T: Ada, seperti lcd dan sound. (Yes. Such as LCD and sound) 
 
Summary 
No Aspect Interview Result 
1. Students’ English 
competence. 
Most of the students are still in elementary 
level. 
2. Students’ difficulty in 
learning English. 
1. Students’ are varied. 
2. Lack of vocabulary. 
3. Lack of motivation because of the 
incompatibility of materials. 
3. Students’ weaknesses. Lack of vocabulary. 
4.  The effective activity in 
teaching English 
Using game. 
5. Media in teaching  1. Power point 
2. Pictures 
3. video 
6. Book or module used in 
teaching 
K13 English book from government (Bahasa 
Inggris) 
7. Teacher’s opinion on K13 
English book regarding the 
content and presentation. 
The content is not suitable with the needs of 
business and management students. The 
presentation of the book is good. 
8. Student-Centered Learning 
in K13 English book. 
Doesn’t really employ Student-Centered 
Learning. 
9. The integration of four skills 
in K13 English book. 
Doesn’t integrate four skills. Particularly 
listening and speaking skills. 
10. The weaknesses of K13 
English book. 
The materials are not specific. 
11. Resource or media used  Internet and English book from KTSP 
curriculum. 
12. School’s facility to support 
the teaching and learning 
process. 











1. In the future of workplace, I will use English as   
 a. a medium of verbal communication with costumers 
and colleagues. 
54 48.80% 
 b. a medium of written communication in formal and 
informal context. 
22 18.60% 
 c. a medium of reading English texts in business and 
management. 
41 34.70% 
 d. others. 1 0.80% 
Lack 
2. My current acknowledgment of English proficiency 
is… 
  
 a. very good  0 0.0% 
 b. good  2 2.9% 
 c. fair  63 90.0% 
 d. poor 5 7.1% 
3. My difficulties in learning English are in the skills 
of… 
  
 a. listening  26 37.10% 
 b. speaking 28 40.00% 
 c. reading 8 11.40% 
 d. writing 8 11.00% 
4. My learning difficulties are…   
 a. grammar 27 38.6% 
 b. vocabulary 24 34.3% 
 c. pronunciation 11 15.7% 
 d. spelling 8 11.4% 
5. In listening, I find it difficult …   
 a. listening to the words pronounced by the speaker. 45 34.6% 
 b. grasping the point in the recording. 26 20.0% 
 c. understanding the words. 48 36.9% 
 d. concentrating on listening.  11 8.5% 
 e. others 0 0.0% 
6. In speaking, I find it difficult …   
 a. comprehending the expressions. 36 27.5% 
 b. understanding grammar. 26 19.8% 
 c. comprehending the meaning of the words. 44 33.6% 
Need Analysis Data (Questionnaire) 
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 d. pronouncing the words properly. 25 19.1% 
 e. others 0 0.0% 
7. In reading, I find it difficult …   
 a. comprehending the meaning of the words. 23 18.4% 
 b. understanding the sentence. 48 38.4% 
 c. understanding the expression. 29 23.2% 
 d. defining the main idea in a text. 25 20.0% 
 e. others 0 0.0% 
8. In writing, I find it difficult …   
 a. choosing the appropriate word. 24 19.4% 
 b. understanding the grammar 30 24.2% 
 c. structuring the sentences well. 40 32.3% 
 d. expressing certain expression in written form. 29 23.4% 
 e. others 1 0.8% 
Want 
9. English subject should make me   
 a. able to communicate English verbally well in the 
world of work. 
57 48.3% 
 b. able to communicate English writing well in the 
world of work. 
21 17.8% 
 c. master vocabulary related to business and 
management. 
36 30.5% 
 d. others 4 3.4% 
Input 
10. The expected input for listening skills   
 a. monologues/short dialogues. 22 20.6% 
 b. monologues/dialogues with pictures. 38 35.5% 
 c. monologues/dialogues with vocabulary. 23 21.5% 
 d. monologues/dialogues with expressions. 24 22.4% 
 e. others 0 0.0% 
       
11. the expected input for speaking skills   
 a. monologues/short dialogues. 36 33.0% 
 b. monologues/ dialogues with pictures. 15 13.8% 
 c. monologues/dialogues with vocabulary list. 30 27.5% 
 d. monologues/dialogues with expressions. 28 25.7% 
 e. others 0 0.0% 
12. the expected input for reading skills   
 a. authentic texts which exist in real life. 42 37.8% 
 b. texts with pictures. 44 39.6% 
 c. texts related to business and management. 25 22.5% 
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 d. others 0 0.0% 
13. the expected input for writing skill   
 a. an example of a text which will be learned. 41 37.3% 
 b. the explanation of the sentence structure based on 
the text. 
50 45.5% 
 c. vocabulary in the text. 19 17.3% 
 d. others 0 0.0% 
Procedures 
14. The preferred listening activities   
 a. deciding true false statement 28 27.2% 
 b. answering the questions 25 24.3% 
 c. filling the blank 25 24.3% 
 d. listening to the monologue/simple dialogues 24 23.3% 
 e. others 1 1.0% 
15. The preferred speaking activities   
 a. memorizing dialogues. 23 16.8% 
 b. role-play technique. 31 22.6% 
 c. answering questions. 30 21.9% 
 d. making mini/short conversation. 30 21.9% 
 e. making mini project by using some language 
expressions. 
10 7.3% 
 f. questioning and answering orally. 13 9.5% 
 g. others 0 0.0% 
16. The preferred reading activities   
 a. making summary. 23 20.4% 
 b. rearranging jumbled paragraphs.  12 10.6% 
 c. answering questions. 21 18.6% 
 d. identifying the meaning of certain vocabulary. 46 40.7% 
 e. determining the topic and main idea. 11 9.7% 
 f. others 0 0.0% 
17. The preferred writing activities   
 a. identifying and correcting the incorrect structure of 
the sentence. 
23 19.3% 
 b. identifying and correcting incorrect punctuation. 21 17.6% 
 c. arranging jumbled sentences. 25 21.0% 
 d. developing the simple reading topic into the 
paragraph. 
15 12.6% 
 e. giving final information at the end of the text. 7 5.9% 
 f. arranging jumbled sentences and giving 
punctuations. 
28 23.5% 




18. The preferred learning vocabulary activities   
 a. matching vocabulary with its meaning 49 43.0% 
 b. matching vocabulary with its picture 22 19.3% 
 c. predicting the meaning based on the context 21 18.4% 
 d. filling sentence/paragraph with vocabulary 
provided 
22 19.3% 
19. The preferred learning grammar activities   
 a. memorizing the tenses patterns 28 24.6% 
 b. identifying the error sentence structure  24 21.1% 
 c. correcting the error sentence structure 37 32.5% 
 d. writing the sentence based on the pattern 25 21.9% 
20. The preferred learning pronunciation activities   
 a. imitating the pronunciation from teacher 46 39.3% 
 b. discussing the correct pronunciation with partner 21 17.9% 
 c. practicing by using phonetic transcription 49 41.9% 
 d. others 1 0.9% 
Setting 
21. students' preference style in doing task   
  a. individual 9 12.9% 
  b. in pairs 27 38.6% 
  c. small group (2-4 students) 26 37.1% 
  d. big group (more than 5 students) 8 11.4% 
Students’ Role 
22. Students' role in learning   
  a. listening to the teacher 6 8.6% 
  b. participating actively in learning 35 50.0% 
  c. discussing to do the task 24 34.3% 
  d. writing all information from teacher 5 7.1% 
  e. others 0 0.0% 
Teacher’s Role 
23. Teachers' role in learning   
 a. as a mentor 36 51.4% 
 b. as a controller 16 22.9% 
 c. as a regulator 9 12.9% 
 d. as a facilitator 8 11.4% 














ANGKET MATERI AJAR UNTUK SISWA 




Isilah tabel berikut ini dengan memberikan tanda (√) pada kolom yang telah 
tersedia sesuai dengan penilaian Anda mengenai materi ajar yang disajikan. 
Berikut adalah keterangan dari masing-masing pilihan. 
 
SS : Sangat Setuju 
S   : Setuju 
R   : Ragu-ragu 
TS : Tidak Setuju 
SS  : Sangat Tidak Setuju 
 
No PERNYATAAN RESPON SISWA 
A ASPEK ISI STS TS R S SS 
1. Isi materi ajar sesuai dengan kebutuhan saya pada 
jurusan Bisnis dan Manajemen dalam belajar 
Bahasa Inggris. 
1 1 5 27 25 
2. Materi ajar dapat meningkatkan keterampilan 
Bahasa Inggris saya dalam mendengarkan, 
berbicara, membaca dan menulis. 
1 0 4 31 23 
3. Topik pada materi yang disajikan berhubungan 
dengan jurusan Bisnis dan Manajemen. 
1 1 3 19 35 
4. Gambar, grafik dan pertanyaan pada Snapshoot 
Task berhubungan dengan jurusan Bisnis dan 
Manajemen. 
3 1 5 24 26 
5. Materik kosakata pada Word Power Task sesuai 
dengan level saya dan berhubungan dengan 
jurusan Bisnis dan Manajemen. 
1 0 4 30 24 
6. Jenis ekspresi pada Expressions Task membantu 
saya mempraktekkan task selanjutnya. 
1 0 6 32 20 
7. Materi pada Listening Task berhubungan dengan 
jurusan Bisnis dan Manajemen. 
1 2 2 28 26 
8.  Kosakata pada Pronunciation Task membuat 
saya mampu melafalkan kata dengan baik dengan 
2 0 9 29 19 
153 
penekanan yang benar serta berhubungan dengan 
jurusan Bisnis dan Manajemen. 
9. Materi tata bahasa pada Language Focus Task 
mudah saya pahami serta Task yang diberikan 
berhubungan dengan jurusan Bisnis dan 
Manajemen yang berkaitan dengan grammar 
terkait. 
1 0 12 26 20 
10. Materi pada Speaking Task berhubungan dengan 
jurusan Bisnis dan Manajemen. 
1 1 3 26 28 
11. Teks pada Reading Task otentik/asli dan 
berhubungan dengan jurusan Bisnis dan 
Manajemen. 
1 1 5 30 22 
12. Penjelasan tentang fungsi social dan struktur teks 
Text Structure Task dapat saya mengerti dengan 
baik. 
1 1 13 29 15 
13. Teks yang diminta pada Writing Task 
berhubungan dengan jurusan Bisnis dan 
Manajemen. 
1 1 6 28 23 
14. Petunjuk dalam setiap kegiatan pembelajaran 
mudah saya pahami. 
1 1 5 30 22 
15. Latihan soal dapat saya selesaikan dengan baik. 1 0 9 31 18 
       
B KUALITAS GAMBAR DAN TULISAN STS TS R S SS 
1. Tampilan materi dalam materi ajar jelas dan 
menarik. 
1 0 3 29 26 
2. Penggunaan jenis huruf dan warna tidak 
berlebihan. 
1 0 3 31 24 
3. Komposisi warna untuk variasi komponen materi 
konsisten dan menarik. 
1 0 7 28 23 
4. Kombinasi gambar pada materi membantu saya 
memahami materi. 
1 0 2 32 24 
5. Gambar/ilustrasi yang digunakan relevan dengan 
topik dan isi materi. 
1 0 5 31 22 
6. Penyajian gambar membuat materi ajar lebih 
menarik. 
1 0 1 24 33 
154 
7. Gambar yang diberikan membantu saya 
memahami topik pembelajaran. 
1 0 2 27 29 
8. Ukuran huruf yang ditampilkan dapat dibaca. 2 0 0 32 25 
9. Audio yang diperdengarkan jelas. 3 4 18 24 10 
10. Audio yang diputar membantu saya dalam 
memahami materi pembelajaran. 
4 1 19 25 10 
       
C. MATERI AJAR STS TS R S SS 
1.  Saya merasa senang belajar Bahasa Inggris 
dengan menggunakan buku English for Business 
and Management. 
1 0 4 31 23 
2. Buku English for Business and Management ini 
memberikan pengetahuan di bidang perkantoran. 
1 0 2 24 32 
3. Strategi pembelajaran secara kelompok dan 
berpasangan dapat membantu saya dalam 
meningkatkan interaksi dengan teman-teman 
sehingga kami dapat berdiskusi satu sama lain. 
1 0 3 27 28 
4. Strategi pembelajaran secara individu dapat 
membantu saya berlatih menjadi autonomous 
learner (pembelajar yang mandiri). 
2 3 12 23 19 
5. Saya dapat mengerjakan latihan soal Bahasa 
Inggris pada buku English for Business and 
Management. 
1 2 12 29 15 
6. Belajar menggunakan buku English for Business 
and Management dapat meningkatkan 
kemampuan saya di bidang perkantoran. 
1 1 6 23 28 
7. Belajar Bahasa Inggris menggunakan buku 
English for Business and Management sangat 
bermanfaat karena membantu saya dalam 
mempelajari hal-hal yang berhubungan dengan 
perkantoran dan dapat meningkatkan 
kemampuan serta keterampilan Bahasa Inggris 
saya. 



























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































BUSINESS AND MANAGEMENT 
Vocational High School 
Grade X Semester I 
 
Murdanianto, S. Pd. 
Dr. Agus Widyantoro, M. Pd. 
Students’ book 
 







Content-Based English Instruction: English for Business and 
Management, which is designed based on the basic competencies of 
Curriculum 2013 (revised version of 2017), is written to meet with the 
need of sources for teaching and learning English in vocational schools 
which contains language that is useful to accomplish students’ works in 
their field.  
 
This coursebook is intended for the first level (novice students) of 
vocational school students to improve their spoken as well as written 
performance. This coursebook aims: 
1. to practice and develop the four language skills. 
2. to develop the knowledge, skills, and understanding required by 
students to become professional employees or entrepreneurs. 
3. to meet students’ need to communicate in English accurately, 
fluently, appropriately, in many useful situations in the work 
places as well as in society. 
 
This coursebook comprises six stand-alone units which cover: 
1. variety of listening activities which are intended to develop the 
listening skills. 
2. creative activities of speaking, starting from guided, semi guided, 
freer dialogues and as well as group work. 
3. various tasks of reading which are combined between bottom-
up and top-down approach. 
4. different writing practice activities, such as: jumbled sentences 
or paragraphs and guided sentences and paragraph. 
5. grammar focus dealing with related functional and 
communicative needs. 
 
Communicative Language Teaching (CLT) and Content-based 
Instruction (CBI) theories are used as the basic principles of designing 
this coursebook. Thus, it is believed that students will have a lot of 









Finally, the author would like to thank to all people who have sincerely 
helped in writing process of this coursebook. 
  
 








































How do you spell …? 
Excuse me, can you repeat that? 
Can you speak more slowly? 
How do you say … in English? 
What does … mean? 
What is the answer for number 1 
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The students are able to: 
- identify social functions, text structures, and linguistic elements 
from the text of introducing oneself and others. 
- ask and give information about oneself and others by using the 
right structure and context in spoken and written form. 
- ask and give information about oneself and others by using the 
right pronouns (pronoun, subjective, objective, and possessive). 
WHAT IS YOUR NAME?  
Picture 1.1 www.theformtool.com 
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Picture 1.3 www.Authorcentrix.com 




Look at the pictures below and discuss the 
















1. Where do the conversations take place? 
2. What do they do? 
3. When you meet a new stranger, what do you usually do? 
4. What will you say when you want to introduce yourself to the 
stranger? 
5. What topic will you say when you want to talk with him/her? 
 
 
 SNAPSHOT 1 
Task 1 
LET’S START  
Name   : Shinta 
Company: PT Ties 
Position   : Accountant 
Name  : Willy 
Company: PT Adaro 
Position  : Secretary 
Name   : John 
Company: Google 
Position  : CEO 
Name   : Selly 
Company: Amazon 




Business and Management 
 
 
Match the words below with their definitions. Look 




Study the following expressions of introducing 
oneself and others. 
Introducing Oneself Alternative Responses 
I'm ... - How do you do? 
- Pleased to meet you. 
- Nice to meet you. 
- Good to see you. 
- Happy to meet you. 
 
My name is ... 
Nice to meet you; I'm ... 
Pleased to meet you; I'm ... 
Let me introduce myself; I'm ... 
I’d like to introduce myself; I’m … 
Words Definitions 
work ( a ) a. to do something as part of a job. 
introduce (…) b. to see and talk to somebody. 
pleased (…) c. to see a person for a period of time. 
meet (…) d. an organization that makes money by 
producing or selling goods or services. 
visit (…) e. feeling happy about something. 
business (…)  f. someone who help or support a boss. 
company (…) g. the money that you make by selling things. 
assistance  (…) h. a person who uses the services or advice of 
a professional person or organization. 
profit (…) i. the amount of work done by a company. 
client (…) j. a person who works in an office dealing with 
letters and telephone calls, typing, etc. 
secretary (…) k. to tell somebody what your name is. 
 WORD POWER 2 
Task 2 










✓ When introducing yourself or other people in a formal situation use 
full name. ("I'm Adam Smith.")  
✓ "How do you do?" is not really a question, it just means "Hello". 
✓ "Mr." is used when you're addressing a man. 
✓ "Ms." is for addressing a woman. It can be used for all 
women, so people often use this instead of "Mrs." or "Miss" 
in spoken English. 
✓ "Mrs." is for a married woman. When you're saying or writing 
someone's full name in a really formal situation, you should 
find out if they are married or not and use the correct 
salutation - "Mrs." or "Miss". 
✓ "Miss" is for an unmarried woman. Use it with female 
children and teenagers. 
✓ Other titles include "Dr." (pronounced "doctor"), Professor, 
Judge, President (of a country, not a company), Governor, 
Officer, General, Nurse, and some other job titles). 
We normally use these titles with a person's last (family) name. 
 
Introducing Others Alternative Responses 
Let me introduce you to Ms. Anne our 
marketing manager. Ms. Anne, this is 
Mr. Kevin from Sugar Group Company. 
Nice to meet you, Mr. 
Kevin. 
Please allow me to introduce our new 
Branch Manager. 
How do you do? 
May I introduce our new employee? 
This is Mr. Adhi. 
Happy to meet you, Mr. 
Adhi. 




























Listen to your teacher reading the two 
conversations. Then practice with your partner. 
Conversation 1 
Herman : Hello. I’m Herman from Global Company. 
Jessica : Hi, Herman. My name is Jessica from Travel City.  
   (shaking hand). 
Herman : Nice to meet you Jessica. 
Jessica : Nice to meet you too. 
 
Conversation 2 
Sue : Hi, Ted. 
Ted : Hey Sue.  How is it going? 
Sue : Good! 
Ted : Sue, this is Michelle Cole. She is visiting Indonesia  
   from New York. 
Sue : Nice to meet you. I am Sue Martin. I work with Ted  
   here at Global Media. 
Michelle : Nice to meet you, too. 
 
 
Practice the two conversations again in Task 4. 
Replace some parts of the conversations using 














Name      : Arif   Name      : Linda  
Company: PT Adaro   Company: PT Johnlin  
 
Conversation 2 
Student A introduces student C to student B. Student C is from 
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Now practice the conversation with your partner to 











Listen to the two conversations carefully and fill in 
the missing information. Then compare your 
answers with friends. 
 
Conversation 1 
Elena  : Hello, ……………… Mr. and Mrs. Burns?  
Mr. Burns : Yes, we are.   
Elena : Hello, I am Elena Garcia from YouTourist. 
Mrs. Burns : Hello. ……………………………...  
Elena : And you. 
 
Conversation 2 
Mr. Johns : Hello, Jenny. How are you today? 
Jenny : Oh Hello Mr. Johns. I am fine, thank you. 
Mr. Johns : Jenny. …………………………. to Clare Smith.  
   Clare will be taking over a shop manager from   
 Carel when she leaves at the end of the month.  
 Clare. Jenny is one of our three full time shop  
 assistants. 
Clare : …………………………, Jenny. 
Jenny  : Pleased to meet you. 
Mr. Johns : Oh and ………. Simon Thompson our accountant.  
   Simon’s from Down Under. 
Simon : …………………………..? 
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Find the expressions of introducing oneself and 
the responses and introducing others and the 







Listen to your teacher pronouncing the following 


























introduce : /ˌɪntrəˈduːs/  meet          : /miːt/ 
pleased  : /pliːzd/  client          : ˈklaɪənt/ 
business : /ˈbɪznəs/  work           : /wɜːrk/ 
assistance : /əˈsɪstəns/  accountant   : /əˈkaʊntənt/ 


























Complete the two conversations below using the 
words in the box (the words can be used more 
than once). Then practice with your partner. Look 

















 GRAMMAR FOCUS 6 
do  work        is  am 
Simple Present Tense 
Simple present tense is used to talk about actions and situations in 
the present time. 
Are you Mr. Smith?  - Yes, I’m/No, I’m not. 
What is your Name?  - My Name is Della. 
 
What do you do?  - I’m a student. 
Where do you work?  - I work at 96 Production. 
Do you speak English - Yes, I do/No, I don’t. 
 
What does Andi do?  - He is a secretary. 
Where does He work? - He works in PT Johnlin. 




Shinta : Hello, my name (1) is Shinta. What is your name? 
Randy : Hi, I (2)……… Randy. 
Shinta : What (3)……… you (4)……… ? 
Randy : I (5)……… a student. I study English. What about you? 
Shinta : I (6)……… an administrator in a company. 
Randy : Where (7)………you work? 
Shinta : I (8)……… in PT Freeport. 
Randy : Anyway, I need to go now. Nice to meet you, Shinta. 
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Mr. John : Good morning, Mr. Adam. How (1) are you? 
Mr. Adam : Good morning. I (2)……… very well. Thank you. 
Mr. John : How (3)……… your business? 
Mr. Adam : It (4)……… well.  
Mr. John : By the way, let me introduce you my new secretary.  
    Linda, he is Mr. John. He (5)……. in PT Garuda as  
    a manager. And Mr. John, she (6)……… Linda,  
    my new secretary. 
Linda  : Pleased to meet you Mr. Adam. 





Work in pairs. Make dialogues based on the 
following situations. Use the appropriate 
expressions in introducing oneself and others. 



















do  are              is  am  work 
 SPEAKING 7 
Situation 1 
You have an appointment to have a 
meeting with the head manager of PT 
Arutmin, Mr. Wildan. You go with your 
secretary and this is the first time you 
meet him. Then, you introduce yourself 
and start the conversation, later you 
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Work in groups. Each of you will play as one of the 
characters in the table below. Then introduce one 
of your partners. Use some useful expressions in 
introducing others. 
 
No Name Where/from? Company Job  
1. Luca 
Maestri 




Japan Google Chief Marketing 
Officer (CMO) 
3. Jerry Yang Taiwan  Yahoo Director 








You are a new employee, as an 
accountant in PT Adaro and your boss 
is Mr. Andi. It is the first time you meet 












 Work in pairs. The e-mail is about Rina and 
Jessica. They start to send e-mail each other and 
become e-pal. Student A read the e-mail from Rina 
and student B read the response from Jessica. 
Then tell three things that you remember about 
































 READING 8 
Hello, Jessica! 
My name is Rina. I am from South Borneo, Indonesia. I live with my dad, 
my mom, and also my two younger sisters. We live in Tanah Bumbu 
Regency. My dad's name is Sugeng. He is a businessman. He is a smart 
father and really loves his children. We also really love him. And my 
mum's name is Halimah. Her hair is curly and black. Three months ago, 
she finished her master degree of education and now she becomes a 
headmaster in SMK 2 Simpang Empat, one of the best vocational 
schools in my regency. My sisters are Lala and Lely. They are twin and 
still 5 years old. I often play with them since they really love singing and 
dancing. Sometimes I also speak in English with them because they are 
good in English. They learn English from songs. We also have a cat 
named Browny. We name him Browny because he has brown fur. How 
about you? how many people are in your family? and do you have a pet? 






































Find the similar meaning of the following words 
from the e-mail in Task 14. Look at the example. 
 
Word Synonym 
talk speak  
clever  






Hi, Rina!  
My name is Jessica. I am from London, England. I live with my family. 
They are my dad, my mother, my grandma, and also my older brother. 
My dad is James. He is police, but next month he will be retired since he 
is 55 years old now. My mom is Lin. Her name is Lin because she is from 
China, but now she is an English citizen. My grandma is Elisabeth. She 
is 85 years old and has retired from police too. And my older brother is 
Jack. He is a student in Oxford University. He takes business major. By 
the way, we also have a pet. It is a dog and his name is Barkey. He is 
still six months and so cute. 
 













Read the following statements. Then check (√) the 
statement that is true. 
 
 1. Rina does not live with her family. 
 2. Rina’s father loves his children. 
 3. Rina and Jessica have not met before. 
 4. Jessica’s father will be retired next year. 
 5. Jessica lives with her grandmother. 
 
 
Discuss the following questions with your partner. 
 
1. Do you live with your family?  
2. How many people are there in your family? What are their jobs?  
3. Do you have a pet? How do you call it? And why? 
 
 























Dear Mr. Andi, 
 
Let me introduce myself. My name is Dani. We met each 
other in the meeting organized by our common sponsor, Mr. 
Erlan. Congratulation on your new contract with PT Ties. 
 
The purpose of this letter is to introduce Mr. Arman. He is a 
well-known family of mine. He had been a secretary more 
than three years. I remember you telling me that you needed 
such a profile for your company. It is my pleasure to introduce 
such a candidate to you. Please find enclosed his resume and 
other relevant particulars. I would highly appreciate that you 









Business and Management 
 
1. Based on the letter, why does Mr. Dani write a letter to Mr. Andi? 
2. How did Mr. Dani and Mr. Andi know each other? 
3. What does “we” in paragraph 1 probably refer to? 





Pay attention to the following sentences taken from 
Rina’s e-mail and Jessica’s response in Task 14. 
Then, identify the pronouns. 
I am from South Borneo. 
I live with my dad. 
We also really love him. 
That’s all I can tell about family of mine. 
Can you see the differences between them? The first italic sentence is 
subjective, the second is possessive adjective, the third is objective, and 
the last is possessive pronoun. Study the following explanation and 
table below. 
1. Subject pronouns replace nouns that are the subject of their clause. 
In the 3rd person, subject pronouns are often used to avoid 
repetition of the subject's name. 
2. Possessive adjectives function as adjectives, so they appear before 
the noun they modify. They do not replace a noun as pronouns do. 
3. Object pronouns are used to replace nouns that are the direct or 
indirect object of a clause. 
4. Possessive pronouns replace possessive nouns as either the 
subject or the object of a clause. Because the noun being replaced 









I my me mine 
You your you yours 
We our us ours 
They their them theirs 
She her her hers 
He his him his 
It its it Its 
Task 19 
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Look at the letter in Task 18 and write the 

































Complete the sentences below with the correct 
pronouns. 
 
1. I have several pen pals from UK such as Rachcel, John, and Alica. 
I write letters to …… every month. 
2. The teacher tells …… to make friends with students from English 
speaking countries so that we can improve our English. 
3. Idris is a very diligent worker and he loves reading. He always 
brings books in …… bag to the office. 
4. Arina, my co-worker, told me about …… family and I told …… too. 
5. Desy and Aldo run their family business by themselves because 
…… father died last year. 
6. Mr. Willy is my boss in where I work. …… hobby is reading 
biography of famous people. 
7. Shinta is my classmate. I am going to introduce …… to one of my 
pen pals in Malaysia. 
8. All of the staffs in PT Pertamina plan to have a vacation. …… plan 











Write 10 sentences about yourself. You may refer 























What is your full name? How many people are there in 
your house? 
How do people usually call you? What are their jobs? 
How old are you? What do you want to be in the 
future? 
What are your hobbies? Why do you want to be (e.g. a 
businessman)? 
Where do you live? Do you have a best friend? 
Who do you live with? Why do you think he/she is your 
best friend? 
Task 22 
 WRITING 10 
 
10 sentences about me: 
1. ……………………………………………………………….  
2. ……………………………………………………………….  
3. ……………………………………………………………….  
4. ……………………………………………………………….  
5. ……………………………………………………………….  
6. ……………………………………………………………….  
7. ……………………………………………………………….  
8. ……………………………………………………………….  
9. ……………………………………………………………….  
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Create a short paragraph about yourself based on 


















Exchange your work with your partner. Read your 
partner’s work and give feedback based on the 
following questions. 
No Questions Yes/No 
1. Did he/she use correct expressions of introducing 
oneself? 
 
2. Did he/she describe himself/herself clearly?  
3. Did he/she use complete sentences?  
4. Did he/she organize the information well?  
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Work in pairs. Student A write an e-mail to student 
B. Introduce yourself and use the correct 
expression of introducing oneself. Then student B 







































Complete these statements. 
1. The most interesting thing I learnt in this chapter was_____________ 
2. The part I enjoyed the most was_____________________________ 
3. I would like to find more about_______________________________ 
4. The hardest part in this chapter was__________________________ 
5. I need to work harder at____________________________________ 
 
 
Read the statements below and mark (√) the option that is most 
applicable to you. 
 
No Statement Yes Maybe No 
1. I am able to introduce myself in spoken 
and written form. 
   
2. I am able to introduce someone in spoken 
or written form. 
   
3. I am able to use the form of pronouns to 
introduce myself and someone. 
   
4. I am able to use the form of simple present 
tense. 
   
 
 



















Write down vocabulary you have learned from this unit in the 
following table. 
 
    
    
    
    















































The students are able to: 
- identify social functions, text structures, and linguistic 
elements of congratulating someone and the responses. 
- give congratulations by using the right structure and context 
in spoken and written form. 
- respond congratulations by using the right structure and 
context in spoken and written form. 
CONGRATULATIONS ON 
YOUR NEW POSITION 
Picture 2.1 www.footage.framepool.com 
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Picture 2.3 www.images.onepixel.com 
Picture 2.5. www.media.gettyimages.com 





Look at the pictures below and discuss the 



























1. What are the three pictures about? 
2. Can you guess, what success do they achieve? 
3. How about you, have you ever got any success in your life? 
4. How did people respond your success? Did they congratulate you? 
5. How was your response? 
 
 SNAPSHOT 1 
Task 1 
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Study the following expressions of congratulating 
someone and the response. 
 
Congratulating Responding 
- Congratulations on your success! 
- Well done / fantastic! 
- Please accept my warmest 
congratulations! 
- I’d like to congratulate you on … 
- I must congratulate you on your … 
- Thanks/Thankyou. 
- Oh, not really. 
- It’s nice of you to say so. 
- How kind of you to say so. 
- Oh, it’s nothing special 
actually. 




congratulate ( c ) a. very good or pleasant. 
accept (…) b. an event in which people compete with each 
other to find out who is the best at 
something. 
fantastic  (…) c. to tell somebody that you are happy about 
their success. 
great (…) d. to get first position. 
accomplish (…) e. to arrive at a particular point or stage of 
something after a period of time. 
competition (…)  f. to succeed in reaching a particular goal, 
status or standard, especially by making an 
effort for a long time. 
win (…) g. extremely good; excellent. 
reach  (…) h. to succeed in doing or completing 
something. 
achieve (…) i. to say ‘yes’ to an offer, invitation, etc. 
 WORD POWER 2 
Task 2 











Listen to your teacher reading the conversation. 
Then practice with your partner. 
 
Sally : Hi, Evan. How are you? 
Evan : Hello, Sally. I am very well. How about you? 
Sally : I am good. Anyway, I heard from Cindy that you won the   
competition of student competence for business and 
management major, is it true? 
Evan : Yes, it is true. 
Sally : Congratulations on your success! 
Evan : Oh, thank you. 
Sally : Where was the competition? 
Evan : It was in University of Lambung Mangkurat. 
 
 
Practice the conversation again in Task 4.  
Replace some parts of the conversation using the 







Now practice the conversation with your partner 















You are a vocational high school student and you win English 
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Listen to the following conversation and fill in the 
missing words. 
 
Ana : Oh, hey there, Amy. I heard you just got a ……………….. 
Amy : Yeah, I’m the new supervisor for sales. 
Ana : That’s great. ………………... 
Amy : Well, it’s going to be a lot more ………………... 
 
 
Listen to the rest of the conversation again and 
answer the following questions. 
 
1. Where do you think the conversation take place? 
2. Besides responsibility, what else could Amy get? 
3. Why did Amy refuse to be called “Boss”? 
 
 
Work in pairs. What can make people get 
promotion in a company? And what things that 
cannot make people get promotion? Write down 












Listen to your teacher pronouncing the following 










 achieve : /əˈtʃiːv/         competition    : /kɑːmpəˈtɪʃn/ 
 promotion : /prəˈmoʊʃn/         humble           : /ˈhʌmbl/ 
 deserve : /dɪˈzɜːrv/         praise        : /preɪz/ 
 supervisor : /ˈsuːpərvaɪzər/      business         : /ˈbɪznəs/ 
 
 PRONOUNCIATION 5 
Things that can/cannot 


































Circle the following sentences with the correct 
word. 
 
1. My previous boss was/were a very kind person. 
2. We weren’t/wasn’t very happy about Mr. Endra’s retirement. 
3. All of the staffs in my office welcome/welcomed our new manager 
last week. 
4. I am sorry I don’t/didn’t phone you yesterday. I was busy with my 
work at the office. 











Simple Past Tense 
Simple past tense is used to talk about actions and situations in the 
past. 
Where were you born?    
I was born in England. 
Were you born in Indonesia? 
Yes, I was. 
No, I wasn’t. I was born in Singapore. 
What did you do last night? 
 I did my homework. 
When did you work in Mining company? 
I worked in Mining company two years ago. 
Did you speak English with your colleague? 
Yes, we did.  
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Picture 2.8 www.thinkbusiness.ei 
Picture 2.9 www.cmkt-image-prd.global.ssl.fastly.net 
Complete these conversations with the words in 





Mr. Adit : Could you tell me a little about yourself?  
   Where (1)……….. you born? 
Ninda  : My name is Ninda. I (2)……….. born in USA.   
Mr. Adit : (3) ………..you grow up there? 
Ninda : No, I (4)……….. 
   I (5)……….. up in Canada. 
Mr. Adit : Well, after we saw your CV, we would like to say that 
   you are accepted. Congratulations! 
Ninda : Thank you so much, Sir. 
 















Bella : I (1)……….. that you just got a new job. Is that true? 
Selly : Yes, that’s true. 
Bella : I must (2)………….. you on your new job. 
Selly : It’s nice of you to say so. Anyway, where (3)………… you  
  get the information? 




didn’t   were        was  did  grew up 
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Picture 2.10. www.tri-conf.org. 
Picture 2.11 www.pathpoint.org. 
Picture 2.12. www.pathpoint.org. 
 
Have dialogues with your partner based on the 
following situations. Then act in front of the class. 



































 SPEAKING 7 
Task 14 
Situation 1: Andi won the most 
creative worker award. Erma 
congratulates him. 
Erma : Andi, it was fantastic. You won the most 
  creative worker award. Congratulations! 
Andi : Yes, thank you Erma. 
Erma : How many participants were there in the 
  competition? 
Andi : There were 150 participants. 
Erma : Wow, amazing. 
Situation 3: You get promotion as  chief 
director from your company. Your 
partner congratulates you. 
………………………………………………………………
Situation 2: You have just completed 










Read the letter. Then write T the sentence that is 


















No Statements T/F 
1. Jane gets promotion as a Regional Sales Manager.  
2. James works at ABC company as a Regional Sales 
Manager. 
 
3. James congratulate Jane for her achievement  
4. Jane believes that James will do an outstanding job.  
 
 
Answer the following questions based on the letter 
above. 
 
1. What is the letter about? 
2. Who are the sender and receiver of the letter? 
3. Why is the letter written? 
4. What does the word “you” in the second paragraph of the text refer 
to? 




 READING 8 
Dear James, 
I just heard about your promotion as a Regional Sales Manager 
at ABC Company. Please accept my sincere congratulations on 
your achievement! 
You have worked hard to earn this position, and I’m sure you will 
do an outstanding job in motivating your team to heighten the 
levels of sales performance. 


























Discuss the format of congratulations letter with 





















 TEXT STRUCTURE 9 
A letter of congratulations, or congratulations letter, is used in both 
personal and business situations. Their primary purpose is to 
formally congratulate a person or an organization for an outstanding 
achievement. 
The generic structure contains of the following elements: 
- Receiver: To whom the greeting is sent for. Write down the 
name of receiver if it is needed. 
- Body: This is the complete text of the letter or the subject 
matter content (congratulating). 
- Sender: a person who writes the letter. 
 
a. Receiver  b. Sender  c. Body 
Dear John, 
Congratulations on your new position in  
Sunshine Agency. I'm sure you will be an 
asset to their staff, with your years of 
experience and organizational skills, not to 
mention your easygoing personality. 
You will be greatly missed here, but I speak 
for the whole team in wishing you all the best 
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Find the antonyms of these words from the 








idleness   
 
 
Arrange these jumbled paragraphs into a good 






Find two congratulations letters in the internet and 
then rewrite them in your own words. 
 
 
I just heard the wonderful news from Sue that you’ve been selected to 
be Ms. Williams’ executive assistant – congratulations on this well-
deserved promotion! 





We will miss you here in the Admissions Department. Thank you so 
much for always stepping up to help others when deadlines loom. Your 
cheerful nature and wicked sense of humor add light to each workday; I 
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Write a congratulations letter based on the 







































Mr. Andi, as a manager of PT Diamond, congratulates his staff 









Complete these statements. 
1. The most interesting thing I learnt in this chapter was_____________ 
2. The part I enjoyed the most was_____________________________ 
3. I would like to find more about_______________________________ 
4. The hardest part in this chapter was__________________________ 
5. I need to work harder at____________________________________ 
 
 
Read the statements below and mark (√) the option that is most 
applicable to you. 
No Statement Yes Maybe No 
1. I am able to congratulate someone in 
spoken and written form. 
   
2. I am able to respond someone’s 
congratulation in spoken and written form. 
   
3. I am able to use the form of simple past 
tense. 
   
 
 




Write down vocabulary you have learned from this unit in the 
following table. 
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The students are able to: 
- identify social functions, text structures, and linguistic 
elements of asking and expressing intention. 
- ask intention by using the right structure and context in 
spoken and written form. 
- express intention by using the right structure and context in 
spoken and written form. 
WHAT WOULD YOU LIKE  
TO DO AFTER GRADUATE? 
Picture 3.1 www.footage.framepool.com 
Picture 3.2 www.ak8.picdn.net 
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Look at the chart below and discuss the questions 















1. Which of these events are the most important in your life?  
2. Have any of these things happened to you recently? 
3. In your opinion, what events are you going to face five years 





 SNAPSHOT 1 
Task 1 
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Complete the collocations below with verbs from 
the box.  
 
 
1.     have       a holiday, a party, a meeting. 
2. _________ a job, to school, married. 
3. _________ shopping, jogging. 
4. _________ at work, at a hotel, with a colleague. 
5. _________ English, to drive. 
6. _________ a new business, a new job, to work.  










Expressions Functions  
- What are you going to do … (this morning)? 
- Would you like to … (get a new job)? 
- What’s your plan for … (next year)? 
- What will you do after … (finishing your study? 
Asking for 
intentions 
- I am going to … (finish my study). 
- I am planning to … (start a new business). 
- I will … (have a meeting). 
- I would like to … (stay at work). 
Stating intentions 
 WORD POWER 2 
Task 2 
 EXPRESSIONS 3 
Task 3 
have     buy       get       start go learn       stay 
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Listen to your teacher reading the conversation. 
Then practice with your partner. 
 
Lea : Hello, Alfi. What would you like to do this weekend? 
Alfi : Hi. I would like to learn driving. What about you? 
Lea : Well, I still do not have any plan this weekend. 
Alfi : Why don’t you go to museum? 
Lea : That’s a good idea. But I have to stay at work to finish 
     my job first. Have you done your job from our boss? 
Alfi : No, I haven’t. I’d like to do it this evening. 
Lea : Well, can we do it together then? 
Alfi : Yes, of course. 
Lea : Okay, great. I will go to your room at 5 p.m. then. 
Alfi : See you soon. 
 
 
Practice the conversation again in Task 4.  
Replace some parts of the conversation using the 







Now practice the conversation with your partner 








 LISTENING 4 
Task 4 
Task 5 
Student A: You do not have any plan this weekend. 
Student B: You plan to go shopping. Then you ask  
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Picture 3.3 www.pngtree.com 
Listen to the following conversation. Fill in the 
missing words and compare your answers with 
your friends. 
 
Alex : So, what are you going ………… after graduate, Susan? 
Susan : Well, I’ve saved some money, and I think I’d really  
  like …………. 
Alex : Lucky you. That sounds exciting! 
Susan : Yeah. Then I plan ………a job and my own apartment. 
Alex : Oh, you’re not going to ……..at home? 
Susan : No, I don’t want to live with my parents-not after  
  I …… to work. 
Alex : I know what you mean. 
Susan : What about you, Alex? Any plans yet? 
Alex : I’m going to get a job and …………. I’m broke, and I want to  
  pay off my student loan! 
 
 
Listen to the rest of the conversation. What kind of 












Think of the answers of the questions below. Then 










1. What kind of job do you want? Why?  
2. Do you have any plan to travel?  
3. What country or place would you like 
to visit? 
4. Would you like to travel with family, 
friends, or alone? Why?  
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Listen to your teacher pronouncing the following 


























 GRAMMAR FOCUS 6 
Task 10 
 loan  :/loʊn/            homework  :/ˈhoʊmwɜːrk/ 
 travel  :/ˈtrævl/          pay          :/peɪ/ 
 graduation :/ˌɡrædʒuˈeɪʃn/          apartment  :/əˈpɑːrtmənt/ 
 exciting :/ɪkˈsaɪtɪŋ/           lucky         :/ˈlʌki/ 
 
 PRONOUNCIATION 5 
 
Future Tense 
Future tense is used to talk about actions and situations that have 
not happened yet. 
 
We use going to to connect the future and the present, or plan that 
we have decided on. 
What are you going to do after graduation?    
- I’m (not) going to get a job right away. 
 
We use would like to to say politely what we want, especially when 
making offer and request. 
What would you like to do this weekend? 
- I would (wouldn’t) like to learn driving. 
 
We use will for possible plans before we’ve made a decision. 
What are you going to do? 
- Maybe I’ll just stay at work. 
- I probably won’t go anywhere. 
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Complete the conversation with appropriate forms 
of be going to, would like to, or will. Then compare 
with your partner. Look at the example. 
Teacher : Have you made any plans after graduate? 
Student : Well, I (1) would like to work for a while. 
Teacher : That’s great! For how long? 
Student : I am not really sure. Maybe I (2)…………… work 
  for two years, then continue my study in university. 
Teacher : So, (3)…………………to work in company or 
  government? 
Student : My father works in PT Arutmin.  
  So, I (4)………………… work in company as well. 
Teacher : Wow, that’s good idea. 
Student : What about you, Sir? What (5)………………… 
  do after retired teaching? 
Teacher : Well, I have thought one thing.  
  I (6)………………… run a small business. 
Student : Interesting. By the way, what kind of business  
  (7)………………… run? 
Teacher : I haven’t gotten any idea yet. But maybe  




Have you thought about your plans after 
graduate? Answer to these questions. If you 
already have plans, use be going to. If you don’t 
have fixed plans, use will or would like. 
1. What are you going to do after graduate? 
2. Do you plan to continue your study in university or find a job? 
3. What major would you like to take? Or what kind of company would 
you like to work for? 




 SPEAKING 7 
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Picture 3.4 www.encrypted-tbn0.gstatic.com 
Take turn asking the questions above to your 












Write down your future plans three years ahead. 















Work in groups. Make plans for your company 
anniversary. Talk about these things and take 
























Date   Transportation  Place   
Time   Entertainment  Activities 
Food and Drink 
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Read the article below and check who do you think 
the article was written for? 
People who … 
a. have very clear goals   
b. are looking for direction 
c. don’t care about their future. 




















 READING 8 
Task 17 
Ask any top successful business person and they will tell you the importance 
of setting goals. Goal setting can motivate you and give your life direction. It 
seems easy, right? Just write down a list of things you want to achieve, and 
then do it. Well, it’s not that easy! 
Effective goal setting happens on several levels. First, you create a big picture 
of what you want to do with your life. At this point you decide what large-scale 
goals you want to achieve. Second, you divide these into smaller tasks. Third, 
you put the smaller tasks into a rough time line. Finally, start working to achieve 
it. 
These questions can help you get started. 
Career 
What level do you want to reach 
in your career? 
Family 
What kind of relationship do you 
want? 
Financial 
How much money do you want to 
earn? How much do you want to 
save? 
Education 
What do you want to learn? How 
do you do you learn it? 
PROCESS 
Write down your goals and think about them carefully. Are they realistic? How 
important are they? Rank them in order from most important to least important. 
Then follow the process above to make your long-term plan. Look at them 
regularly and adjust them if necessary. And be sure your goals are things you 
hope to achieve. 
Setting Personal Goals 
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Answer the following questions based on what you 
have read in the article above. 
1. What kinds of people who set personal goals? 
2. Why do people set personal goals? 
3. What does the word “you” in paragraph 2 line 1 refer to?  
4. Why should you divide your goals into steps? 
5. Why is it important to adjust your goals? 
 
 
Read the article again. Match the definition below 
with the meaning of the underlined words. 
1. direction    : the art of managing or guiding somebody/something. 
2. __________: connected with money and finance. 
3. __________: the situation as a whole. 
4. __________: involving many people or things, covering  
     a large area. 
5. __________: to make correspondent or conformable. 
6. __________: a plan that shows how long something will take. 
7. __________: continuing a long time into the future.  
8. __________: that is needed for a purpose or a reason.  
 
 
What is one of your personal goals? What steps 
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Identify the text above and write the sentences that 
can support Adam’s goal. 
Goal Objective Strategy 















My name is Adam. I am 17 years 
old and a vocational high school student. 
After I graduate from school, I am not going 
to continue my study at university, but I 
plan to seek a job. To have a better job, I 
need to improve some skills. Firstly, I need 
to learn about public speaking.  
The things that I am going to do to be a good public speaker are 
joining trainings, seminars and workshops. Secondly, I plan to take 
a computer course. Knowing how to operate a computer is essential 
nowadays, the ability to operate a computer is important in our 
everyday lives, such as checking emails, making letters, and doing 
presentations. I will learn how to operate MS. Word, Excel, and 
editing programs. I am also going to buy a computer so that I can 
learn when I am at home. Thirdly, I will improve my English skills, 
especially my speaking skills. I will take some English courses. I am 
pretty sure that I will gain a better job if I can master those skills. 
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Write down your personal goal and the ways how 
to achieve it in the diagram below. It can be 
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Complete these statements. 
1. The most interesting thing I learnt in this chapter was_____________ 
2. The part I enjoyed the most was_____________________________ 
3. I would like to find more about_______________________________ 
4. The hardest part in this chapter was__________________________ 
5. I need to work harder at____________________________________ 
 
 
Read the statements below and mark (√) the option that is most 
applicable to you. 
No Statement Yes Maybe No  
1. I am able to ask people’s intention 
orally. 
   
2. I am able to express my intention orally.    
 I am able to write my personal goal in a 
short paragraph. 
   
3. I am able to use the form of future tense.    
 
 




Write down vocabulary you have learned from this unit in the 
following table. 
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The students are able to: 
- identify social functions, text structures, and linguistic 
elements from descriptive texts of people. 
- ask and give information on physical appearance and 
personality of people. 
- describe physical appearance and personality of people in 
spoken and written form. 
WHAT DOES SHE/HE  
LOOK LIKE? 
Picture 4.1 www.cdn.vox-cdn.com 
Picture 4.2 www.cdn.vox-cdn.com 
 240
 48  
 
Business and Management 
 
Picture 4.3 www.spiderimg.amarujala.com Picture 4.4 www.cdn.vox-cdn.com 




Look at the pictures below and discuss the 


















1. Do you know who are the people in the pictures? 
2. Which one do you like the most? Why? 
3. What do they look like? 
4. What are they like? 
 
 SNAPSHOT 1 
Task 1 
LET’S START  
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Picture 4.6 www.image.slidesharecdn.com 
 
Find the meaning of the words and expressions 



















Study the following expressions and their 
functions. 
 
Expressions Functions  
- I am … 
- You/we/they are … 
- She/he is … 
Describing 
personality 
- I/you/we/they have …  




 WORD POWER 2 
Task 2 
 EXPRESSIONS 3 
Task 3 
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Listen to your teacher reading the conversation. 
Then practice with your partner. 
Willy : I heard that you have a new manager. 
Nabila : Yes, that’s right. His name is Mr. Jason. He’s from London. 
Willy : Really? What does he look like? 
Nabila : He’s very tall. He’s about 185 cm. 
Willy : Does he have blonde hair? 
Nabila : Yes, he does. He has short blonde hair.  
  He also has a pointed nose. 
Willy : How old is he? 
Nabila : I don’t know exactly, but I think more than 30. 
Willy : Yea… I see, how lucky you are having a manager from abroad. 
Nabila : Thank you. 
 
 
Practice the conversation again in Task 4.  
Replace some parts of the conversation using the 








Now practice the conversation with your partner to 





 LISTENING 4 
Task 4 
Task 5 
Imagine you have a new Marketing Manager from USA. 
Name : Smith.   Height : Short, 155 cm. 
Hair : Curly red hair.   Nose : Pointed nose. 
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Listen to the following conversation. Fill in the 
missing words and compare your answers with 
your partner. Then practice it. 
Receptionist : Good afternoon, can I help you? 
Jean   : Yes. I’m looking for someone. Her name is Pauline.  
  I’m afraid I missed her. 
Receptionist  : Well, what ____she ____ like? 
Jean   : Let’s see. She’s about ____ I guess.  
  She’s pretty _____with red _____. 
Receptionist  : Oh, are you Jean Taylor? 
Jean   : Yes, that’s right. 
Receptionist  : She asked for you a few minutes ago.  
  I think she is in the_______. 
Jean   : Thanks. I’ll go and look for her. 
 
 
Listen to description of six people in the picture. 
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Listen again to the description of six people and 
correct the wrong statements.  
Name Description Correction 
Brian Brian is good looking. He is 
pretty short with dark brown hair 
and a mustache. He is about 20. 
 
Tin Tin is eighteen. She has black 
hair shorter lengthen and very 
curly she always wears 
interesting glasses just for fun. 
 
Rosy Rosy is pretty tall for her age. 
She has long yellow hair and 
wears contact lenses. She just 
turns nine. 
 
Tim Tim is about 23. He is fairly short 
and little bit heavy. His hair is 
very long. 
 
Gary Gary is in his fifties. He is bald 
and has no mustache. He likes 
to wear sunglasses. And he 
always wears soccer shirt and 
jeans. 
 
Alice Alice is very tall and she has got 
long black hair. She is around 
23. she is very fat. She looks like 






Listen to your teacher pronouncing the following 






blonde : /blɑːnd/ pointed  : /ˈpɔɪntɪd/ 
pretty : /ˈprɪti/ mustache: /məˈstæʃ/ 
curly : /ˈkɜːrli/ wear  : /wer/ 
heavy : /ˈhevi/ fashion  : /ˈfæʃn/ 
 
 PRONOUNCIATION 5 
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Complete the conversations with the appropriate 
questions and compare with your partner.  
 
1. Ali : Do you know Ani our new front officer? 
Erda : No. (1)…………………………………………….? 
Ali : She is very tall and attractive. 
2. Nisa : Hi Selly. I just met Mr. Brandon, the new owner  
  of this company. 
Selly : Really? (2) ……………………………………….? 
Nisa : He has a big body and still young. 
3. Santi : Linda, do you know anybody famous? 
Nita : Yes. I know Mark Zuckerberg and Jack Ma. 
Santi : Really? (3) ……………………………………….? 
Nita : Well, Mark is handsome, rich, and still young of  
  course. And Jack is a bit old and thin. They both  
  are two of the richest businessmen in the world. 
 
 
Practice the conversations above with your 




 GRAMMAR FOCUS 6 
 
Describing People 
What is he like? 
- She is nice, funny, and hardworking. 
What does she look like? 
- She has long black hair. 
Does he have a mustache? 
- Yes, he does.  
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Picture 4.7 www.cdn.vox-cdn.com 
Picture 4.6 www. www.cdn-asset.hipwee.com 
Look at the pictures below and fill in the blank. 
Then compare your answers with your partner. 
 
Picture 1 
Sandiaga Uno is one of the most 
successful businessmen from 
Indonesia. He is still (1) ………, 
maybe about 30 years old. He 
(2)……… handsome face and 






Marissa Ann Mayer is an 
American information technology 
executive, and co-founder of 
Lumi Labs. She is (5) ………. and 
(6) ……….. She has (7) ………. 






Work in pairs. Think of a famous 
businessman/woman. Don’t tell your partner who 
it is. Your partner will ask questions to guess the 
person’s name. 
Example: 
A: Is it a man or a woman? 
B: It is a man. 
A: How tall is he? 
B: …… 
And so on. 
Task 14 
Task 15 
 SPEAKING 7 
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Work in groups. Complete the table below and 
compare your answers. 
Ask three students in your class about the ideal secretary.  
Questions Student 1 Student 2 Student 3 
What is he/she 
like? 
 













Look the pictures below. Who do you think they 

















 READING 8 
Task 17 
Lawrence “Larry” Page is 
one of the most influential people in 
the world. Page is an American 
computer scientist and internet 
entrepreneur. Now, he plays a role 
as the chief executive officer (CEO) 
of Alphabets, Google’s parent 
company.  
He is quite young, by 2019, he is 46 years old. He has dark 
brown hair and his skin is fair. Most people say that he is handsome 
and attractive. About his family, his wife is Lucinda Southworth and 
he has two children from his marriage with Lucinda. Because of his 
hard-working, in November 2016, he became the 12th richest person 
in the world. 
Picture 4.8 www.boothco.com 
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Find the italic words below in the article. Then 
match each word with its meaning. 
Word Meaning 
e 1. influential a. a pleasant to look at. 
…2. entrepreneur b. to do something that need more energy. 
…3. attractive c. a person who makes money by starting or   
    running businesses. 
…4. hard-working d. to start or create an organization. 
…5. disadvantaged e. one who has great influence. 
…6. established f.  putting a lot of effort into a job. 
…7. effort g. not very lucky. 
 
 







Chairul Tanjung is a successful 
businessman from Indonesia. He 
leads the CT Corp which consists of 
three sub-holding companies: 
Mega Corp, Trans Corp, and CT 
Global Resources.  
Chairul Tanjung has a tall body, dark hair, slightly slanted 
eyes and brown skin like most of Indonesian. He is 57 years old. He 
has two children with his beloved wife Anita Ratnasari Tanjung.  
Chairul Tanjung has graduated from faculty of dentistry at University 
of Indonesia. Because of being economically disadvantaged, he 
began to do business in the college. After graduation, he has 
established bigger businesses. Through a big effort and hard-




















1. Who are being described in the texts? 
2. What are their professions? 
3. What do they look like? 
4. Describe their personality briefly! 
5. What are their similarities? 
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Picture 4.10 www.pngtree.com 
 




































 Descriptive text is a text which says what a person or a thing 
is like. Its purpose is to describe and reveal a particular person, 
place, or thing. 
 
Generic Structure 
Identification : identifying the phenomenon to be described. 
Description : describing the phenomenon in parts, qualities, 
  or/and characteristics. 
 
Language Feature 
- Using attributive and identifying process. 
- Using adjectives and classifiers. 
- Using simple present tense. 
What makes them successful 
in business? Do you think 
personality and appearance 
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Read the text and fill in the table with suitable 




































Answer the questions based on the text above. 
 
1. Who is being described in the text? 
2. What is the name of her talk show? 
3. What points are used by the writer to describe the person? 






Oprah Gail Winfrey is a great talk 
show host from America. She was born 
on January 29th, 1954 in Mississippi, 
United States. Her well-known talk 
show The Oprah Winfrey Show was the 
highest-rated television program from 
1986 to 2011.  
By 2019, she is 64 years old.  She has 169 centimeters tall dan her 
weight is 77 kilograms. She is pretty because she has brown eyes 
and black hair. She is also a hard worker. With her consistent efforts, 
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Look at the picture below and write the description 




























  Jeffrey Preston Bezos 




























 WRITING 10 
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Complete these statements. 
1. The most interesting thing I learnt in this chapter was_____________ 
2. The part I enjoyed the most was_____________________________ 
3. I would like to find more about_______________________________ 
4. The hardest part in this chapter was__________________________ 
5. I need to work harder at____________________________________ 
 
Read the statements below and mark (√) the option that is most 
applicable to you. 
No Statement Yes Maybe No  
1. I am able to ask someone’s appearance 
and personality. 
   
2. I am able to describe someone’s 
appearance and personality. 
   
3. I am able to write my personal goals.    
4. I am able to use the form of simple present 
tense using be and have/has. 
   
 
 




Write down vocabulary you have learned from this unit in the 
following table. 
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The students are able to: 
- identify social function, text structures, and linguistic 
elements regarding the announcement. 
- giving announcement to others orally by considering their 
social function, text structure, and language elements. 
- create the announcement of job vacancy in written form. 
ANNOUNCEMENT! 
Picture 5.1 www.achua.org 
Picture 5.2 www.media.glassdoor.com 
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Picture 5.3 www.incimages.com 
Picture 5.4 www.img.nbc.com 























1. Where do the pictures take place? 
2. What are they doing? 
3. Who probably announced the information? And who is it for? 
4. Have you ever heard such announcements? What is it about? 
5. What information do people usually announce? 
 
 
 SNAPSHOT 1 
Task 1 
LET’S START  
I would like to announce that 
our company has reached 
the target for this month. 
Good evening, ladies and 
gentlemen. Welcome to 
Garuda Airlines Flight SQ 
211. 
Attention to all students! 
Due to the fasting month, the 
school will be off a week 
ahead.  
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- We are happy to announce … 
- We proudly announce that … 
- I’m happy to tell you that … 
- We would like to announce … 




announce ( e ) a. having knowledge or skill in a particular job 
or activity. 
participant (…) b. a person who makes the arrangements for 
something. 
organizer (…) c. the ability to understand situation. 
membership (…) d. a person who is taking part in an activity or 
event. 
administrator   (…) e. tell people about something. 
professional (…) f. a person’s job to manage and organize the 
public or business. 
responsibility   (…) g.  to need something. 
required (…) h. a duty of something. 
experience (…) i. somebody who is appropriate for working in 
a particular profession. 
comprehension (…) j. the member of a group, an organization, 
etc. 
 WORD POWER 2 
Task 2 
 EXPRESSIONS 3 
Task 3 
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Listen to your teacher reading the conversation. 
Then practice with your partner. 
Shella : Good morning, Sir. 
Mr. Jo : Good morning, Shella. Can I help you?   
Shell : I would like to announce to the participants that the meeting will  
  be started soon.  
Mr. Jo : Oh, please.  
Shella : Excuse me ladies and gentlemen. I am Shella, the organizer of   
  the annual meeting. I would like to announce that the meeting   
  will be held at 9 a.m. Please be ready. Is there any question? 
Ms. An: Yes. Where is the meeting exactly? I mean the room. 
Shella : Well, the meeting will be held in hall. Anything else? 
Audience: No 
Shella : Well, then. Thank you so much. 
 
 
Practice the conversation again in Task 4.  
Replace some parts of the conversation using the 








Now practice the conversation with your partner 





 LISTENING 4 
Task 4 
Task 5 
You are an event organizer for the opening of a new company. 
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Listen to the rest of the announcement and answer 
the following questions.  
1. What does the basic course cover? 
2. What does “to put on your phone, tablet or your computer” intend? 
3. What do the upcoming courses include? 
4. How could we get instant access to every lesson? 
 
 
Work in pairs. are you interested to join the 









Listen to your teacher pronouncing the following 








announce: /əˈnaʊns/  comprehension  : /ˌkɑːmprɪˈhenʃn/ 
academy : /əˈkædəmi/  placement    : /ˈpleɪsmənt/ 
organizer : /ˈɔːrɡənaɪzər/ membership     : /ˈmembərʃɪp/ 
question   : /ˈkwestʃən/  access      : /ˈækses/ 
 PRONOUNCIATION 5 
Mark your calendar: (1) ………………........ The day Rachel’s 
English Academy online school opens. The Rachel’s English 
Academy is a set of online courses to help you speak (2) 
………………........ and (3)………………......... There’s a course on 
(4)………………........ and listening comprehension. There are a 
couple courses of  (5)……………….........  
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Circle the following sentences with the correct 
word. 
 
1. Finally, the two companies have reached an agree/agreement. 
2. A good employee cannot act/action something weird. 
3. A good leader should educate/education his/her employee well. 
4. I have got a letter from the tax authorities concerning my tax 
pay/payment. 
5. All employees are expected to attend/attendance the meeting. 
 
Fill in the conversation below by choosing the right 












 GRAMMAR FOCUS 6 
Forming Nouns from Verbs 
Nouns may be formed from verbs by adding a suffix to a verb.  A 
suffix is a part added to the end of a word. Examples of suffixes are 
listed below.  
1. We arrived in the office at 08:00 a.m. 
Our arrival in the office was at 08:00 a.m. 
2. Andi announced his new position as a manager. 
Andi’s announcement was his new position as a manager. 
3. The company developed AI program. 
The company’s development was AI program. 
 
 
 Task 12 
Task 13 
Bella : Hi Andi, where are you from? 
Andi : I am from ATM. I have just checked our salary. 
Bella : Have you got your salary? 
Andi : Yes, I have. 
Bella : Good news. Can you (1) …………. (inform/information) to the  
  other colleague? 
Andi : Sure. (2) …………………. (announce/announcement) to you  
  all. I’ve got my paycheck. You may check your account. And  
  special for Ms. An, your (3) …………………….   
  (treat/treatment) is waited. 
Ms.An : Well, Andi. Thanks for the info. I will (4) …….…………….  
  (treat/treatment) you later. 
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Make an announcement based on the following 
situation. Then practice it in front of class. 
Imagine that you are chosen from department for the company meeting. 
You just had a meeting with other departments. During the meeting, you 
took the following notes: 
- Company will celebrate its anniversary in Bali. 
- 3 days four night (departing on 1 January). 
- Able to bring family max. 2 persons. 
- Confirmation by 25 December. 
 
 
Work in groups. Choose two out of the three 
following situations, create a spoken 
announcement and practice it with a group. One 
student is as an announcer and the others ask 




















The chief of class announces that there will be no teaching and 
learning process due to teachers’ annual meeting. 
 
Situation 2 
The manager announces his/her employee to join morning 
exercise on Friday. 
 
Situation 3 
The secretary announces the report of the monthly meeting rule of 
the company. 
- Employees are forbidden to smoke in the room. 
- Employees are obligated to do prayer on time. 




 68  
 
Business and Management 
 
 
Decide whether the statement is True or False 
based on the job vacancy below. 
No Statements T/F 
1. Commercial Reality needs an old secretary.  
2. The secretary must have good knowledge of computer.  















Read again the text and answer the following 
questions. 
 
1. What computer knowledge should be mastered by an applicant? 
2. What will the applicant get if he/she works in Commercial Reality? 
3. How to apply the occupation in Commercial Reality? 
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What do you think about the announcement? Are 
you interested? do your skills fit with the company 
needs? What other skills do you think needed to 




























 TEXT STRUCTURE 9 
Announcement 
Announcement is used to give people some information of what has 
happened or what will happen. 
Written announcement commonly consists three parts namely 
header, body and closing. 
Header : The title of the announcement. 
Body : The content of an announcement. 
Closing : It usually gives further information of the writer. 
There are many kinds of announcements, such as job vacancy, 
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Rearrange the text below into a good 
announcement. Then compare your work with a 
partner. 
 
The Director Administration 
Charith Group of Companies 
World Trade Center, West Java, Colombo 01 
Telp: 011-12447658 
Fax: 011-769596849 
Young smart girl with good PR skills. Experience is not necessary. 
These vacancies for the chairman’s office at World Trade Center. 
VACANCIES 
Secretary/Junior Secretary 




Read the announcement below and answer the 

















1. What is the announcement about? 
2. Who is the announcement for? 
3. What are the vacancies needed? 
4. What can the applicants do if they need further information? 
5. What are the criteria of applicants required by Daffodil school? 
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Work in groups. Decide the name of your own 
company and you want to hire employees. Create 
an announcement of job vacancy. Then present it 









 WRITING 10 
You are a secretary and your manager asks you to make a job 
vacancy announcement with the following description. 
Position : one front officer and two secretaries. 
Age  : max. 25 years old. 
Requirement : fluent in English, hands on command Ms.  
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Complete these statements. 
1. The most interesting thing I learnt in this chapter was_____________ 
2. The part I enjoyed the most was_____________________________ 
3. I would like to find more about_______________________________ 
4. The hardest part in this chapter was__________________________ 
5. I need to work harder at____________________________________ 
 
 
Read the statements below and mark (√) the option that is most 
applicable to you. 
No Statement Yes Maybe No  
1. I am able to give announcement.    
2. I am able to write an announcement.    
3. I am able to modify the noun form into the 
verb form and vice versa. 
   
 
 




Write down vocabulary you have learned from this unit in the 
following table. 
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The students are able to: 
- identify social function, text structures, and linguistic 
elements regarding people’s experience/event. 
- ask for and give information regarding people’s 
experience/event. 
- create recount texts regarding people’s experience/event. 
TELL ME YOUR STORY OR 
SOMEONE YOU ADMIRE 
Picture 6.1 www.skodaminotti.com 
Picture 6.2 www.varchev.com 
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Look at the chart below and discuss the questions 

























1. Check (√) the life events that you have passed. Which are important 
in your life? 
2. What are other life events important in your family? 





 SNAPSHOT 1 
Task 1 
LET’S START  
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Complete the word map with activities from the list. 
























- Firstly, … 
- First of all, … 
- Initially, … 
Beginning to tell a 
story/experience. 
- Then, … 
- After that, … 
- Next, … 
Continuing to tell a 
story/experience. 
- Finally, … 
- In the end, … 
- Eventually 




 WORD POWER 2 
Task 2 
























birth  play  photocopy  type  
go fishing  study  drop out  enroll  
lead   incorporate irresponsible  learn 
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Listen to your teacher reading the conversation. 
Then practice with your partner. 
 
Lisa : So, how was your last weekend, Riyo? 
Riyo : Oh, I had a great time. First, I spent my time with my family.    
  Then, I went fishing with my co-worker. 
Lisa : Sounds great! Did you also go to the movies? 
Riyo : No, we didn’t. We just played sports at noon. What about you?   
  How was your weekend? Did you have a nice weekend? 
Lisa : No, I didn’t go anywhere all weekend. I was busy doing  
  my office tasks.  
Riyo : Oh really? 
Lisa  : Yes. In the morning I typed some invitation letters. After that,  
  I photocopied the report. And finally, I finished it all in  
  the evening. So, I didn’t have time to enjoy my weekend. 
Riyo : But you enjoy with the big salary, isn’t it? 
Lisa : Yeah, I hope. 
 
 
Practice the conversation again in Task 4.  
Replace some parts of the conversation using the 






Now practice the conversation with your partner 







 LISTENING 4 
Task 4 
Task 5 
Student A: go swimming, finish the report, play football. 
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Listen to the announcement below and fill in the 
blank. 
 
Alan : So, what were you like when you were younger? 
Carol : When I was a kid, I was kind of irresponsible. 
Alan : You? Really? What ……. you change? 
Carlo : Graduating from high school. 
Alan : What do you mean? 
Carol : Well, until I ……., I’d never …… any important  
  responsibilities. But then, I ……. off to college. 
Alan : I know what you mean. That was really immature when  
  I was teenager. 
Carol : So what …… you change?  
Alan : I think I …… more mature after I got my first job and …… 
  away from home. Once I had a job, I ……….. totally 
  independent. 
Carol : Where …….. you work? 
Alan : I …… for my dad at the bank. 
 
 
Listen to the rest of the conversation. What was 
another turning point for Carol? For Alan?  
 











Work in pairs. Answer the following questions and 
discuss with your partner. 
 
1. What were you like when you were younger? 
2. Were you a responsible kid or not? Describe it! 
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Listen to your teacher pronouncing the following 



























Regular Verb Irregular Verb 
print printed spend spent 
photocopy photocopied sleep slept  
type typed so  went 
finish finished have had  
change changed get got 
watch watched make made 
Task 10 
Task 11 
 PRONOUNCIATION 5 
 GRAMMAR FOCUS 6 
 
Simple Past Tense 
Simple past tense is used to talk about actions and situations in the 
past. The Past Tense describes the things you did yesterday, last 
year, back in February, in 1973, or an hour ago. 
Did you have a good weekend? 
- Yes, I did. I spent my weekend with family. 
- No, I didn’t. I just sleep all day long. 
 
What did you do at work? 
- I printed and photocopied some letters. 
 
Irresponsible : /ˌɪrɪˈspɑːnsəbl/    remember    : /rɪˈmembər/ 
invitation : /ˌɪnvɪˈteɪʃn/ mature         : /məˈtʃʊr/  
photocopy : /ˈfoʊtoʊkɑːpi/       responsibility: /rɪˌspɑːnsəˈbɪləti/ 
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Example: 
A: Did you stay home on Saturday? 
B: No, I didn’t. I played football with my classmates. 
 





1. All of the staffs in my office went to Bali in our last holiday. 
2. We didn’t …… home from meeting until very late last night. 
3. Our manager was so angry because all the staffs didn’t …… the 
meeting 
4. I was shocked when I …… your company bankrupt. 
5. With whom did Anita …… yesterday? 




Complete the conversations below. Then practice 
with your partner.  
A. Dika : (1) …………… you (2) ………… (stay) home last Saturday? 
Andi : No, I (3) …………… (finish) my work at office.  
      Then, I (4)…………… (go) to the cinema with my friend. 
B. Arif : What (5)…………you (6) ….……… (remember) when  
   you were six years old? 
Rita : Maybe when I (7) …………… (cry) almost one hour at 
   school, because my father (8)……………(pick) up me. 
C. Lia : When (9) ………you (10) ………… (start) learning English? 
Sandi : I (11) ……………(start) learning English when I was  
   junior high school. How about you Lia? 
Lia : I (12) …………… (learn) English at the first time in  
   kindergarten. I still remember my classmates and  




Work in pairs. Take turns asking the questions in 
Task 13. Give your own information when 




attend  finish      talk       hear get go work 
 SPEAKING 7 
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Work in groups. Take turns with your group 
members. One student makes a statement about 
the weekend and other students ask questions.  
Example: 
A: I played futsal with my friends last Sunday. 
B: Where did you play? 
A: I played in Jack-Futsal. 
C: What time did you start playing? 
A: I started at about 4 p.m. 
D: Did you win? 





Read the text below. Find the words in italic in the 
























 READING 8 
William Henry "Bill" Gates 
Bill Gates was born October 28Th, 
1955, in Seattle, Washington. Bill Gates grew 
up in an upper middle-class family. The 
Gates family atmosphere was warm and 
close, and all three children were encouraged 
to be competitive and excellent. 
Bill was a voracious reader as a child. At the age of 13, Bill was 
enrolled at Seattle's exclusive preparatory Lakeside School. He was 
really good nearly all subjects and graduated from Lakeside in 1973. 
Then, Gates enrolled at Harvard University in the fall of 1973, originally 
thinking of a career in law. But his freshman year saw him spend more 
of his time in the computer lab than in class. Gates did not really have 
a study regimen. Within two years Gates dropped out of college in 
1975. 
In 1975, Bill Gates and Paul Allen formed Micro-Soft, a blend of 
"micro-computer" and "software". In 1979, Microsoft was grossing 
approximately $2.5 million, and, at the age of 23, Gates placed himself 
as the head of the company. In mid-1981, Gates and Allen incorporated 
Microsoft, and Gates was appointed as a president and a chairman of 
the board. Allen was named as an executive vice president. Now, Bill 
Gates is one of the richest men alive. 
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c   1. Grew up  a. officially a member of course, college, etc. 
… 2. Voracious b. a student in the first year. 
… 3. Enrolled  c. gradually become an adult. 
… 4. Freshman d. a set of rules that someone follows. 
… 5. Regimen  e. very enthusiastic for something. 
… 6. Dropped   f. get out from school or college. 
 
 
Read the text again and answer the following 
questions. 
 
1. When was Bill Gates born? 
2. What did Bill Gates’s parents teach to their children? 
3. What happened to Bill Gates at the age of 13? 
4. How was Bill Gates’s study in University? 
5. What business did Bill Gates run?  
 
 
What do you think about Bill Gates? Mention the 
good points that you can learn from him. Which 
good points do you want to imitate? What steps 
will you take to develop the good points? Discuss 
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 TEXT STRUCTURE 9 
Recount Text 
Recount is a text which retells events or experiences in the past. Its 
purpose is either to inform or to entertain the audience. 
Generic Structure of Recount 
1. Orientation: Introducing the participants, place and time. 
2. Events: Describing series of event that happened in the past. 
3. Reorientation: It is optional. Stating personal comment of  
      the writer to the story. 
Language Feature of Recount 
• Introducing personal participant; I, my group, etc. 
• Using chronological connection; then, first, etc. 
• Using linking verbs; was, were, saw, heard, etc.  
• Using action verbs; look, go, change, etc. 
• Using simple past tense. 
 
Mark Elliot Zuckerberg was born on May 14th, 
1984, in White Plains, New York. His father is a dentist 
named Edward Zuckerberg and his mother is a 
psychiatrist named Karen Kempner. 
 At Ardsley high school, Zuckerberg excelled in classes. After two 
years, he transferred to the private school Phillips Exeter Academy where 
he won prizes in science and classical studies. By the time he started 
studying at Harvard, he already achieved a reputation as programming 
prodigy. On February 2004, Zuckerberg launched Facebook from his 
dormitory room in Harvard. Over the summer, Zuckerberg met Peter Thiel 
who invested in the company. They got their first office in the middle of 
2004. 
 On July 21st 2010, Zuckerberg reported that the company reached 
500 million users. On the early 2009, He got Young Global Leaders 
award. In 2015, according to Forbes, Zuckerberg’s total assets was 35.7 
billion dollars which nominated him as the richest young businessman in 
the world.  
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Read again the text, then number these sentences 
into good order of events. 
 
... a. Zuckerberg got Young Global Leaders award. 
... b. Zuckerberg and his friend got their first office in 2004. 
... c. Zuckerberg was nominated as the richest young man in the world. 
... d. Mark Elliot Zuckerberg was born on May 14th, 1984 in White Plains,  
        New York. 
... e. Zuckerberg launched Facebook for the first time in 2004. 
... f.  Zuckerberg went to Ardsley high school, he excelled in classes. 
 
 
Work in pairs. Answer these questions based on 
the text above. 
 
1. What is the text about? 
2. What happened to Zuckerberg on February 2004? 
3. Who is Peter Thiel? 
4. “…nominated him as the richest young man in the world.” What 
does the word “him” in the text refer to? 




Find on the internet a famous businessman who 
inspires you. Then write his/her life events. You 
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Complete these statements. 
1. The most interesting thing I learnt in this chapter was_____________ 
2. The part I enjoyed the most was_____________________________ 
3. I would like to find more about_______________________________ 
4. The hardest part in this chapter was__________________________ 
5. I need to work harder at____________________________________ 
 
Read the statements below and mark (√) the option that is most 
applicable to you. 
No Statement Yes Maybe No  
1. I am able to tell my past experience.    
2. I am able to ask someone’s past 
experience. 
   
3. I am able to write a famous person’s 
biography. 
   
4.  I am able to use the form of simple past 
tense. 
   
 
 




Write down vocabulary you have learned from this unit in the 
following table. 
    
    
    





































































































UNIT I  
TASK 7 
Conversation 1 
Elena  : Hello, are you Mr. and Mrs. Burns? 
Mr. Burns : Yes, we are.  
Elena  : Hello, I am Elena Garcia from YouTourist. 
Mrs. Burns : Hello. Nice to meet you 
Elena  : and you. 
 
Conversation 2 
Mr. Johns : Hello, Jenny. How are you today? 
Jenny  : Oh Hello Mr. Johns. I am fine thankyou 
Mr. Johns : Jenny. Let me introduce you to Clare Smith.  
  Clare will be taking over a shop manager from   
  Carel when she leaves at the end of the month.  
  Clare. Jenny is one of our three full time shop  
  assistance  
Clare  : Pleased to meet you, Jenny. 
Jenny   : Pleased to meet you 
Mr. Johns : oh and this is Simon Thompson our accountant.  
  Simon’s from Down Under. 
Simon  : How do you do? 




Ana : oh, hey there, Amy. I heard you just got a promotion 
Amy : yeah, I’m the new supervisor for sales. 
Ana : that’s great. congratulations 
Amy : well, it’s going to be a lot more responsibility. 
Ana : and more money. 
Amy : maybe little more. 
Ana : I guess that means you’re kind of my boss. 
Amy : don’t go thinking that. I’m still the same old Amy. I’m not even 
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  promotion. 
Ana : oh, don’t be so humble. You deserve the promotion, boss. 





Alex : So, what are you going to to after graduation Susan? 
Susan : Well, I’ve saved some money, and I think I’d really  
  like trave 
Alex : Lucky you. That sounds exciting! 
Susan : Yeah. Then I plan to get a job and my own apartment. 
Alex : Oh, you’re not going to live at home? 
Susan : No, I don’t want to live with my parents-not after  
  I start to work 
Alex : I know what you mean. 
Susan : What about you, Alex? Any plans yet? 
Alex : I’m going to get a job and live at home. I’m broke,  
  and I want to pay off my student loan! 
Susan : what kind of job are you looking for? 
Alex : I thought a lot about it and I would like to do a computer 
program. So I hope to  
  get a job with a big computer company. 
Susan : hey that’s sound really interesting. 
Alex : I’ve got an interview next week. 
Susan : good luck 
Alex : And where do you plant to travel to, susan? 
Susan : Well I would like to travel around united states a bit. There are 
so many beautiful  
  places that I have never seen. 
Alex : Well please send me a lot of postcards while you are away. 
Susan : Alright, I will. And I hope you get a job. 




Receptionist : Good afternoon, can I help you? 
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  I’m afraid I missed her. 
Receptionist  : Well, what does she look like? 
Jean   : Let’s see. She’s about 35 I guess.  
  She’s pretty tall with red hair. 
Receptionist  : Oh, are you Jean Taylor? 
Jean   : Yes, that’s right. 
Receptionist  : She asked for you a few minutes ago.  
  I think she is in the restaurant. 












Name  Description 
Brian I think Brian is good looking. 
He is pretty tall with dark brown hair and a mustache. 
He is about thirty. 
Tin Tin is eighteen. 
She has red hair shorter lengthen and very curly and she 
always wears interesting glasses just for fun 
Rosy Rosy is pretty tall for her age. She has long blonde hair and 
wears contact lenses. She just turns ten 
Tim Tim is about 23. He is fairly short and little bit heavy. His hair 
isn’t very long 
Gary Gary is in his fifties. He is bald and has a small mustache. He 
likes to wear sunglasses. And he always wears soccer shirt 
and jeans. 
Alice Alice is very tall and she has got long black hair. She is 









Mark your calendar, October 25. The day Rachel’s 
English Academy online school opens. The Rachel’s English 
Academy is a set of online courses to help you speak 
a better English and understand Americans There’s a course on 
listening skills and listening comprehension. There are a 
couple courses of conversation. There is a basic course covering 
placement and building your imitation skills. That one is fun to make. 
 
TASK 8 
There are a couple courses of conversation. There is a basic course 
covering placement and building your imitation skills. That one is fun to 
make. There is a course on vowel and diphthongs that expend upon my 
book American English pronunciation. And there are going to be a lots 
of Ben Franklin exercises. The courses are made up a video and audio. 
One of the features that I love about the video is that it can be played at 
50% speed that’s nice and slow for anyone who need a little extra time 
to understand. Its also a cool way to study pronunciation. And all of the 
videos have closed captioning so you won’t miss a thing. There is a lot 
of audio in the courses that you can download upon your phone, tablet, 
or computer to listen offline on the go. Upcoming courses include idioms, 
phrasal verbs, consonant, stress, linking. When you sign up for 
membership, you get instant access to every lesson in the school. So, 





Alan : So what were you like when you were young? 
Carol : When I was a kid, I was kind of irresponsible. 
Alan : You? Really? What made you change? 
Carlo : Graduating from high school. 
Alan : what do you mean? 
Carol : well, until I graduated, I’d never had any important  
  responsibilities. But then, I went off to college. 
Alan : I know what you mean. That was really immature when I was 
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Carol : So what made you change? 
Alan : I think I became more mature after I got my first job and moved 
  away from home. Once I had a job, I became totally 
  independent. 
Carol : where did you work? 
Alan : I worked for my dad at the bank. 
 
TASK 8 
Carol : another turning point from me is when I got my dog Peper.    
  I know that sounds silly, but it was really important to me. 
Alan : why was that so important? 
Carol : well, I was about 18. My first semester at college. Having  
  a dog of my own made me feel really responsible. He was   
  always waiting for me when I came home from class. 
Alan  : I never got to have a dog but I remembered when I got my  
first bicycle. That was an important day for me. For the   
first time, I could go out on my own and go as far as I   
wanted to. I took really good care of it. Of course, that last  



























 UNIT 1  
TASK 2 
work  (a) 
Introduce (k) 
pleased (e) 
meet  (b) 
visit  (c) 
business (I )  
company (d) 
assistance  (f) 
profit  (g) 




























Business and Management 
 
TASK 15 
1. Talk   : speak 
2. Clever  : smart 
3. Stop working : retired 
4. Graduate  : finish 
5. Study  : learn  
6. Pretty  : beautiful 























accept  (i) 
fantastic  (g) 
great  (a) 
accomplish (h) 
competition (b)  
win  (d) 







































1. old  : new 
2. inexperience : experience 
3. inability  : skill 
4. agitated  : easygoing 
5. partial  : whole 
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TASK 20   
Dear Nancy, 
I just heard the wonderful news from Sue that you’ve been selected to 
be Ms. Williams’ executive assistant – congratulations on this well-
deserved promotion! 
We will miss you here in the Admissions Department. Thanks so much 
for always stepping up to help others when deadlines loom. Your 
cheerful nature and wicked sense of humor add light to each workday; 
I don’t know how we’ll ever be able to replace you. 

















1. Would like to 
2.  Will 
3. Are you going 
4. Am going to 
5. Would you like to 
6. Am going to 













3. Big picture 
4. Large-scale 
5. Adjust 
6. Time line 






1. What is she like? 
2. What does he look like? 






























announce  (e) 
participant  (d) 
organizer  (b) 
membership  (j) 
administrator    (f) 
professional  (i)  
responsibility    (h) 
required  (g) 




































Young smart girl with good PR skills. Experience is not necessary. 
These vacancies for the chairman’s office at World Trade Center. 
Interested? Send your CV via email: info@charithcosmetic.com, or 
Web: www.charithgroup.com. 
The Director Administration 
Charith Group of Companies 











- Go fishing 
Education 
- Study 
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5. Did  
6. Remember 
7. Cried 
















1. Mark Elliot Zuckerberg was born on May 14th, 1984 in White 
Plains, New York. 
2. Zuckerberg went to Arsley high school, he excelled in classes. 
3. Zuckerberg launched Facebook for the first time in 2004. 
4. Zuckerberg and his friend got their first office in the middle of 2004 
5. Zuckerberg got Young Global Leaders award 
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